Tornado Scenario 
(with Supplemental Chapter Scenarios at the end)

Task:  Test CCO’s ability to react to a real world crisis situation.

Objective:  Evaluate CCO’s knowledge on warrant process and post disaster planning.

Situation: By direction of the POTUS you as the CCO has been directed to conducting disaster relief operations for a F5 Tornado that devastated Oklahoma City.  20,000 people have been displaced due to widespread destruction. Major roads and infrastructure are blocked debris caused by the tornado. The local Government Emergency Response can provide only limited support. You have been tasked to provide requested support to the various military units assisting in the relief effort providing food, water, shelter, construction supplies/materials, transportation. You will need to establish bare base emergency operations immediately.

Issues:  The CCO should respond immediately and figure out who is the lead agency over the disaster and where his contracting authority is coming from.   Other areas the CCO should address are issues concerning coordination with various agencies, communications, funding sources, procurement in CONUS during a declared disaster, fair and reasonable pricing, viable commercial vendor base, transportation in and around the area, requirement flow, shipping costs, timeliness, Central Contract Registration, J&A authority, Letter Contracts and contract admin.

Command and Control: Dept. of Homeland Security, FEMA, Northern Command (NORTHCOM)

Procurement Authority:  NORTHCOM

Force Composition: Federal, State, Local, and DoD 

Force size: 750 personnel

Funding: Bulk Funding

Duration:  3-months 

Instructor primer

www.ellensplace.net/tornado.html     Most powerful tornado ever

www.mesoscale.ws/pictures/tornadic   Photos of tornados

Role Players: CCO

PROPS:  Utilize attached Joint Contingency Contracting Handbook Chapter Scenarios developed for the Tornado Scenario.  NOTE:  The scenarios developed for the Tornado scenario are a starting point and not intended to cover all aspects a CCO would encounter.  Training managers are encouraged to develop additional scenarios for realism and to cover contracting topics needing additional training.

ROLE PLAYERS:  Contracting Officer, Resource Management, Finance, Contract Lawyer

SUGGESTED OUTCOME:  
· Maybe visit website http://call.army.mil for lesson learned from previous operation.
· Inventory and Inspect equipment to ensure proper accountability and function
· Ensure everyone that’s part of the AST are informed on their mission
· List of unit-assigned Procurement Instrument Identification Numbers (PIINs) IAW DFARS 204.7003.  http://farsite.hill.af.mil/archive/dfars/1998/Dfars204.htm#P132_2765
· Keep in mind there may be purchase requests which cannot be fulfilled on the local market, contact neighboring contracting office 
· It is quite possible food, water, fuel, transportation, and facilities may be provided by local Government support  http://usembassy.state.gov/ 
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Ethics Issues



EVALUATOR’S COPY



TASK:  Follow proper reporting procedures for accepting a gift from a contractor.

OBJECTIVE:  To ensure the Contracting Officer can follow proper reporting procedures when accepting a gift from a contractor.

SITUATION:  The contractor has just won an award for concrete and has stopped by the office to sign the contract.  He has brought a gift as a “thank you” for the contract award.  The contractor becomes offended when the Contracting Officer refuses the gift. 

PROPS:  A gift, Role Player’s Sheets, Sample MFR  

ROLE PLAYERS:  Contractor, Finance, Legal

SUGGESTED OUTCOME:  The Contracting Officer should first try to refuse the gift by explaining the restrictions placed on U.S. Government Procurement Officials.  Upon the contractor becoming offended, the Contracting Officer should accept the gift and safeguard it by placing it in Finance’s safe or take it straight to Legal.  The Contracting Officer should obtain a receipt from finance/legal and write a MFR (see example for requirements).  The Contracting Officer should then turn the gratuity over to Legal as soon as possible and if the Contracting Officer wants the item, check with Legal about the possibility of buying the item back at a reasonable cost.  





















CHAPTER 7 TRAINING SCENARIO #3

Ethics Issues



ROLE PLAYER’S COPY

(Contractor)



SITUATION:  The contractor has just won an award for concrete and has stopped by the office to sign the contract.  He has brought a gift as a “thank you” for the contract award.  The contractor becomes offended when the Contracting Officer refuses the gift. 

SCRIPT:   Your job is to offer the gift to the Contracting Officer and become offended when the Contracting Officer continues to refuse your gift.  Continue to insist that the Contracting Officer accept the gift and get more and more upset until he/she takes the gift from you.

SAMPLE VERBIAGE:  Thank you so much for the contract award.  I am very grateful for the business and I hope to continue to do much more business with you in the future.  I have brought a small gift as a thank you as is customary in my country.  

But you are not in your country so your laws should not apply here.  This is very customary in our country.

I will not accept no as an answer.  Please accept this gift or I will be greatly offended.    

Why do you disregard my culture and values?  The ways of my country.  We have been very Hospitable to the Americans, yet you offend us by your laws and rules. 

NOTE:  Continue to insist until the Contracting Officer accepts the gift.



















CHAPTER 7 TRAINING SCENARIO #3

Ethics Issues



ROLE PLAYER’S COPY

(Finance)



SITUATION:  The contractor has just won an award for concrete and has stopped by the office to sign the contract.  He has brought a gift as a “thank you” for the contract award.  The contractor becomes offended when the Contracting Officer refuses the gift. 

SCRIPT:   At this point the Contracting Officer has accepted the gift and needs to put it in your safe until he/she can get to legal to turn it in.  You can be cooperative.

SAMPLE VERBIAGE:  Sure you can leave it here with me.  I’ll make sure it gets locked up.  

NOTE:  Only give the Contracting Officer a receipt if they ask for it!

If he/she doesn’t come back to get it, remind them it’s still there to prompt them to take it to legal.































CHAPTER 7 TRAINING SCENARIO #3

Ethics Issues



ROLE PLAYER’S COPY

(Legal)



SITUATION:  The contractor has just won an award for concrete and has stopped by the office to sign the contract.  He has brought a gift as a “thank you” for the contract award.  The contractor becomes offended when the Contracting Officer refuses the gift. 

SCRIPT:   At this point the Contracting Officer has accepted the gift and has brought it to you to report the incident and turn it in.

SAMPLE VERBIAGE:  Sure, we can handle that paperwork right now.  I’ll need a copy of your MFR and I e-mail the completed paperwork as far as value goes a little later today.  

NOTE:  Only give the Contracting Officer a receipt if they ask for it!

























MEMORANDUM FOR RECORD						DATE _____________



SUBJECT:  GRATUITY FROM _____________





1.   On __________ 2000, ___________ at approximately ______hrs, subject contractor attempted to give me a ____________ as a gratuity.  I did not accept the gratuity and explained the restrictions placed on U.S. procurement officials IAW The Joint Ethics Regulation (DOD 5500.7-R).  Furthermore, I explained how accepting such a gratuity gives the perception of violating the principles of competition and fair and impartial evaluation of offers (FAR 6 and FAR 13.104). 



2. Subject contractor became greatly offended (maybe expand on culture here).  Therefore, I

accepted the gift on behalf of the U.S. Government and secured it in ______.  At __________, the value of the gift was ascertained to be approximately $__________ and given to Accounting & Finance to be placed in their safe.  A receipt was obtained for record (see attachment).



3. Legal advice will be obtained regarding this matter at the earliest.  Any questions can be 

directed to the undersigned at ____________________.





						

							Contracting Officer



NOTES ON ETHICS

The joint ethics regulation (DOD 5500.7-R) provides detailed guidance on what is expected of all Air Force personnel.  As a general rule, acceptance of gifts or favors may well result in criminal prosecution.  A small number of contractors and potential contractors are willing to advertise the fact that a favor in the "right hands" will produce business.  Whenever a gratuity is delivered to you (i.e., left on your desk, car, etc.), if you can return it--DO SO!  If not, turn it over to your supervisor or OSI along with your suspicions.  Play it safe and be safe!  Whenever you are in doubt, consult the legal office.
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Ratification Authority
CHAPTER 2 SCENARIOS – LEGAL AUTHORITY AND STRUCTURE


TASK:  Complete a ratification using appropriate contracting authorities based on local policies and delegation letters.


OBJECTIVE:  


· The CCO should recognize that the HCA has only granted the COCO ratification authority up to and including $25,000.


· The CCO should educate Lt Foal on contracting procedures and unauthorized commitments.


· The CCO should process the ratification for approval.  


SITUATION:  2Lt Colt Foal from the Red Horse Team has come to see the CCO about getting a vendor paid for construction of 6 fuel berms at Oklahoma City oil refinery.  He located a contractor, The Oberoi Group, negotiated a price of $16,000 each per fuel berm, and gave the go ahead to start work.  The contractor has completed the project to the government’s satisfaction, and 2Lt Foal wants to get them paid.  The AF Form 616 is valid.  The letter from the REDHORSE Commander is legitimate.  


NOTE:  The price of $96,000 to build 6 fuel berms is fair and reasonable.

PROPS: 


· Contractor’s Invoice


· Memo from 2Lt Colt endorsed by Col Schlitz


· Letter Accepting

· Contractor’s Performance

· Delegation Letter

· AF Form 616

SUGGESTED OUTCOME:  


· The CCO should recognize that the HCA has only granted the COCO ratification authority up to and including $25,000.


· The CCO should educate Lt Foal on contracting procedures and unauthorized commitments.


· The CCO should process the ratification for approval.  


· CCO successfully completes the ratification file


CUSTOMER SCRIPT: Hello, I’m Lt Foal of the Red Horse Team, and I need to get a contractor paid for building some fuel berms at a Oklahoma City oil refinery.  Since MSgt Stallion left, I’ve had a lot of projects dumped in my lap.  This one is finished and the only loose end is getting the contractor paid.  The Oberoi Group did a fantastic job of getting those berms built in record time.  Here’s the contractor’s invoice and my AF Form 9


NOTE:  The CCO should question your funding source.  If he/she does, explain that your funds came direct from the Air Force Civil Engineering Support Agency (AFCESA) via an AF Form 616.  That’s how you knew how much money was available to pay the contractor.  


Play ignorant if the CCO asks you questions about following contracting procedures.  Explain that there was no CCO at the forward location, you had a job to do, you had money to do the job, and you made it happen.  After completing the job, the contractor advised you to see the CCO about payment.  Don’t show the CCO the acceptance letter signed by the REDHORSE Commander unless he/she asks for written evidence that the project was completed and accepted.


Current Date


MEMORANDUM FOR THE OBEROI GROUP


FROM:  REDHORSE COMMANDER


SUBJECT:  Acceptance of Fuel Berms from The Oberoi Group


1.  The United States Government hereby accepts construction of six (6) fuel berms at a Oklahoma City oil refinery from The Oberoi Group.  The project was completed within 60 days at a total cost of $96,000 as agreed to.  


2.  We will forward your invoice to the contracting officer at Base Y for payment processing as you have suggested.  My POC for this project is 2nd Lieutenant Colt Foal.  If you have any questions, please contact him at 867-5309.


BS


BULL SCHLIZT, Major, USAF


REDHORSE Commander


cc: CCO


Current Date


MEMORANDUM FOR REDHORSE/CC


FROM:  REDHORSE/CED


SUBJECT:  Unauthorized Commitment


I coordinated the construction of the fuel berms at Oklahoma City oil refinery to meet mission essential requirements for ground and aviation fuel.  There is no contracting activity at the Oklahoma City oil refinery.  The fuel berms were constructed by The Oberoi Group IAW specifications in a satisfactory manner and within the agreed upon performance period.  The contractor has submitted his invoice for $96,000 (the price agreed upon for the construction of the fuel berms), which I think is a real good deal.  I did not try to circumvent any contracting procedures.  My foremost concern was for the mission.  I will submit all future requirements through contracting now that I know where to find them.  I am deeply sorry for any trouble I may have caused, but the mission comes first.


Colt Foal


COLT FOAL, 2Lt, USAF


Civil Engineer


1st Ind, REDHORSE/CC







Current Date


MEMORANDOM FOR LOCAL CONS/COCO


Lieutenant Foal exceeded his authority and made an unauthorized commitment in his zeal to ensure the mission is accomplished.  While this does not excuse his actions, I don’t believe that disciplinary actions are warranted.  I advised Lieutenant to seek your advice regarding any future requirements.


BS


BULL SCHLIZT, Major, USAF


REDHORSE Commander


THE OBEROI GROUP


CONSTRUCTION DIVISION


NO. 1 TAJ MAHAL AVENUE


Oklahoma City, OK


Current Date


Invoice no. 10









Fuel Berm project at the Oklahoma City oil refinery

We respectfully submit this invoice for payment of the sum of $96,000 U.S. for construction of six (6) fuel berms in accordance with the terms and conditions of the agreement.









Sabu Khan









SABU KHAN









PROJECT MANAGER


Current Date


MEMORANDUM FOR COMMANDER



HEAD OF CONTRACTING ACTIVITY



IN TURN


FROM:  Chief of Contracting Office


SUBJECT: Special Authorizations in Accordance With the Federal Acquisition Regulation (FAR) and Supplements 


1.  We request the following individual(s) be provided the authorizations identified in Paragraph 2 below:



a. Contracting Officer A



b. Contracting Officer B



c. Contracting Officer C



d. YOUR COCO


2.  Authorizations requested Exercise “Chief of Contracting Office” and “Squadron Commander” authorities to include, but not limited to the following:


Ratify unauthorized commitments up to $10,000.00


3.  If you have any questions or concerns, please feel free to contact me at DSN 876-5309.








//SIGNED//








Chief of Contracting Office


1st Ind, YOUR BASE/LGC


MEMORANDUM FOR SITE COMMANDER


    CONTINGENCY CONTRACTING OFFICERS





    IN TURN


The above request is approved / disapproved.








//SIGNED//


Head of Contracting Activity


		FUND CITE AUTHORIZATION (FCA)



		ADVICE NUMBER


12345




		CHANGE NUMBER

		DATE ISSUED


CURRENT DATE

		EXPIRATION DATE


THIS FISCAL YEAR



		REQUESTED BY/ISSUED TO (Activity’s name and address)


Oklahoma City oil refinery 




		INDIVIDUAL ADMINISTERING FCA (Name, address, and telephone number)


YOU CONTRACTING OFFICE



		INSTRUCTIONS TO REQUESTING/RECEIVING OFFICE


This form may be used by an activity to request authority to cite funds or by the AFO to issue cite authority under the provisions of DFAS-DER 7010-1Before the beginning of a period, an activity may submit this form to the AFO as a requested for fund requirements for a specific period and specific purposes.  The amount approved by the AFO is an estimate of the amount which may be obligated.  You must advise the issuing AFO when it becomes apparent that obligations may exceed the amount made available on this form.  Failure to do so may overobligate the funds administered by the AFO and results in a violation of DFAS-DER 7200-1.  The recipient or person administering this document could be held responsible for the violation and subject to administrative discipline Show the accounting classification and advice number on all obligation documents.  Return a duplicate copy of this form to the issuing AFO as soon as all obligations have been incurred or on the expiration date, whichever comes first.  Also return any outstanding commitment documents that authorize obligations which have not been incurred.  The total amount of these documents should equal the total of the Commitment Amount columns.  Send to the issuing AFO any obligation documents received after expiration of the period of the authority.  DO NOT use this form after expiration even if an available balance remains.  Keep the original form for your files.  Instructions for maintaining this form are on the reverse.






		     TO:     Accounting and Finance Office


                Request authority to cite funds and incur obligations for the purpose stated below, in the amount of $96,000.00, to cover


                estimate fund requirements for the period CURRENT DATE  to END OF FISCAL YEAR-



		PURPOSE


TO PURCHASE SIX (6) FUEL BERMS






		REQUESTOR’S NAME AND GRADE


LT COLT FOAL

		REQUESTER’S SIGNATURE


//SIGNED//






		ACCOUTING CLASSIFICATION


THISISAGOODNUMBER




		THIS APPROPRIATION EXPIRES 30 SEP

		AMOUNT


$96,000.00



		This authority to cite funds and incur obligations in the amount show above is approved.  This not an administrative subdivision


of funds per DFAS-DER 7200-1.






		TYPE NAME, ADDRESS, AND TELEPHONE NUMBER OF ISSUING ACCOUNTING AND FINANCE OFFICER (OR OFFICIAL DESIGNEE)


CAPT MONEY BAGS




		SIGNATURE


//SIGNED//





AF FOM 616, 19890401 (IMT-V1)                          PREVIOUS EDITION WILL BE USED

		Ratification

		Dollar Threshold

		Legal Review 


Required  

		Approval Level



		

		<$10K

		Yes

		Chief of Contracting Office



		

		$10K < $100K

		Yes

		PARC



		

		>$100K

		Yes

		HCA
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Additional Funds Request
PHOTO IMAGERY MACHINES


Additional Funds Request


TASK:  Request Additional Funds or Reduce Quantity

OBJECTIVE:  Evaluate CCO’s ability to support the requirement.  


· Did CCO realize the funding document did not have enough funds?

· Was the CCO able to support the requirement?

· Did CCO come up with a valid solution?

· Did CCO try to negotiate the price?


· Did CCO request approval from the commander to purchase right away and take care of additional funds later?


SITUATION:  The CCO was given a funding document requesting 14 photo imagery machines be purchased as an emergency.  The price the vendor originally quoted is $3,200 per machine and after negotiations agreed to $3,000 per machine for a total of $42,000 which includes maintenance.  The funds amount on the funding document is $38,000.  The vendor calls up and informs the CCO that the purchase must be made now because they are leaving town.  (The CCO has received instructions that PR’s can be exceeded by 10%.)

PROPS:  funding document/DA FM 3963, vendor quote

ROLE PLAYERS:  Customer and Vendor

SUGGESTED OUTCOME:  CCO will have to obtain additional funds rather quickly, purchase 12 machines with the available funds, negotiate the vendor’s price, or order all 14 machines and take care of the additional funds later with the approval from the commander.


		                                                                                                                                                                   PURCHASE REQUEST AND COMMITMENT


For use of this form, see AR 37-1; the proponent agency is DASA/FM

		1. PURCHASE INSTRUMENT NO.




		                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

		3. DATE


24 Jan 2005

		PAGE   1     OF     1     PAGES



		4. TO:


Director of Contracting



		5. THRU:


AFO

		6. FROM:


COMM



		It is requested that the supplies and services enumerated below or an attached list be



		7. PURCHASED FOR                                                                    


Deployed A-V



		8. DELIVERED TO


Deployed Audio-Visual

		9. NOT LATER THAN (Date) 


ASAP



		The supplies and services liste                                     d below cannot be secured through normal supply channels or other Army supply sources in the immediate vicinity, and procurement will not violate existing regulations pertaining to local purchases for stock.  Therefore, local procurement is necessary for the following reasons: (Check appropriate box and complete item.)

		10. NAME OF PERSON TO CALL FOR ADDITIONAL INFORMATION


Stephen M. Rogers, Maj

		11. TELEPHONE NUMBER


231-4746



		X

		12. LOCAL PURCHASES AUTHORIZED AS THE NORMAL MEANS OF SUPPLY FOR THE FOREGOING BY

		

		13. REQUISITIONING DISCLOSES NONAVAILABILITY OF ITEMS AND LOCAL PURCHASE IS AUTHORIZED BY

		FUND CERTIFICATION


The supplies and services listed on the request are properly chargeable to the following allotments, the available balances of which are sufficient to cover the cost thereof, and funds have been committed.



		EMERGENCY SITUATION PRECLUDES USE OF REQUISITION CHANNELS FOR SECURING ITEM

		19. ACCOUNTING CLASSIFICATION AND AMOUNT



		14.

		15.

		16.

		17.

		18.
                     ESTIMATED

		5713400 301 XXXX 401640 03 XXX  525700



		ITEM

		DESCRIPTION OF SUPPLY OR SERVICES

		QTY

		UNIT

		UNIT PRICE


a

		TOTAL COST


b.

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		0001 




		14 Photo Imagery Machines


EMERGENCY PURCHASE

		1




		LS




		$38,000.00


       TOTAL

		$38,000.00


$38,000.00




		                                                                                                                      $38,000.00



		

		

		

		

		

		

		20. TYPED NAME AND TITLE OF CERTIFYING OFFICER


Randy F. Jones


CPT, FC, CJTF-76 RM




		21. SIGNATURE

		22. DATE


 



		

		

		

		

		

		

		23. DISCOUNT TERMS






		

		

		

		

		

		

		24. PURCHASE ORDER NO.






		

		

		

		

		

		

		26. DELIVERY REQUIREMENTS


ARE MORE THAN 7 DAYS REQUIRED TO INSPECT AND ACCEPT THE REQUIRED GOODS OR SERVICES?   YES          NO      |


IF YES, NUMBER OF DAYS REQUIRED



		25. THE FOREGOING ITEMS ARE REQUIRED NOT LATER THAN AS INDICATED ABOVE FOR THE FOLLOWING PURPOSE




		



		27. TYPED NAME AND GRADE OF INITIATING OFFICER


Stephen M. Rogers, Maj

		28. SIGNATURE


 

		29. DATE


24 Jan 2005

		34. TYPED NAME AND GRADE OF APPROVING OFFICER OR DESIGNEE


Robert M. Algermissen


COL, FA


Commanding

		35. SIGNATURE

		36. DATE


 



		30. TELEPHONE NUMBER


231-4746

		

		

		

		

		



		31. TYPED NAME AND GRADE OF SUPPLY OFFICER


 

		32. SIGNATURE

		33. DATE


 

		

		

		





DA FORM 3963, MAR 91



EDITION OF AUG 76 IS OBSOLETE



USAPPC V2.00

VENDOR QUOTE


The United Resources Kompany (TURK)


4321 Block Road 


Oklahoma City, OK

To the U.S. Government of THE United States of America


MY PRICES FOR 14 Photo Imagery Machines


ORIGINAL QUOTE:  $3,200.00 USD per machine = $44,800.00 USD Total


NEGOTIATED PRICE:  $3,000.00 USD per machine = $42,000.00 USD Total


Purchase price includes 1-year maintenance.  Purchase must be made immediately as I will be going to vacation very soon.  


Ali Turk


Mr. Turk


Owner        
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Office Set Up
CATEGORY
INITIAL DEPLOYMENT REQUIREMENTS



OFFICE SET UP


TASK: The CCO should effectively explain reasons why he might need the referenced items in setting up an office and performing his mission.


OBJECTIVE: Have the CCO explain what they need to set up an office upon arrival and accomplish their mission 


-  Did the CCO defend the assigned vehicle as one of his most efficient or practical methods of conducting contracting operations in the contingency environment?


-  Did the CCO defend the cellular phone as one of the most effective ways to remain accessible to the commander, contractor, and customers while on the road?


-  Did the CCO provide his explanation in writing?


-  Did the CCO provide references for his requirements?


SITUATION:  Major Crockett, the new chief of the MPF (Military Personnel Flight) has just arrived in the deployment location a few days ago.  Major Crockett had been given orders by the Deployment Commander to tighten up discipline around camp as the Commander feels things are becoming too slack.  He was also tasked to look for waste and inform the commander of excess requirements and expenditures.  In observing the CCO arrive from a recent purchase downtown, Major Crockett noted what immediately appeared to him to be unnecessary "perks or privileges."  The next day the CCO received a note from the first sergeant, asking him to be ready to explain the CCO's need for a vehicle, civilian clothes and cellular phone.  The note indicated that Major Crockett will be visiting soon to hear the CCO's explanation. 


REGULATION REFERENCES:  Appendix CC, para CC-502-1 (a) & (b) (http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/af_afmc/affars/APDX_cc.htm#P24_215)

PROPS: Letter to CCO from First Sergeant


From:  First Sergeant


To:  CCO


Subject:  Contracting Perks and Privileges


Major Crockett, our new MPF (Military Personnel Flight) Chief has expressed concern over Contracting's need for vehicles and cellular phones.  To the best of our knowledge contracting does not need these items at home station, so why must you have them here?  Your advantages appear to be not only wasteful and unnecessary, but also unfair to the rest of our troops who are restricted to base.  Major Crockett will be visiting you soon.  I recommend you be prepared to discuss this matter with at that time.


Sincerely, 


Robert M. Glassco


Robert M. Glassco, SMSgt, USAF,


First Sgt
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BPA
DRY ICE – RECURRING PURCHASE


TASK:  Establish a BPA for dry ice.

OBJECTIVE:  Based on the situation, CCO recognizes the need to establish a BPA for recurring delivery of dry ice.

SITUATION:  The flight kitchen’s only refer truck was disabled by a lightning strike.  The vehicle is destroyed and cannot be repaired.  This truck was used once per day, 5 days per week (They eat MRE’s on weekends), to deliver meals to surrounding civilian field kitchens (within a 50 mile radius).  The customer requires 2000 lbs (25 cents per pound) of dry ice every week for at least the next 90 days, maybe longer depending on when a new refer truck can be delivered to the unit.  

ROLE PLAYER INPUT:  Major Freeze comes to the CCO and says:


“I need to place an order for dry ice starting today.  I need around 400 lbs. per day, 5 days per week, Mon. – Fri, for the next 90 days or so.  Our refer truck was destroyed by a lightning strike and I have to get meals to 4 field kitchens.  As it is, these guys eat out of a bag twice a day and throughout the weekends.  This is the only hot meal they get.  But, to get it to them, the veterinarian says the stuff has to be refrigerated or transported on dry ice.  I know I will need this stuff for at least 90 days.  After that, who knows?  I only have $500.00 now but I can get more money tomorrow.  Here’s my field PR.  


NOTE:  If the CCO does not recognize the recurring requirement….ask:


“Does this mean I’ve got to come here every week and order this stuff even if I know I will need more?  I don’t have time for this crap!”

EVALUATION:


· Did the CCO recognize the need to establish a BPA or other contractual instrument to provide for the recurring delivery of dry ice?


· Was the customer instructed on how a BPA or other instrument works?


· Was the customer told what is need to set up the BPA (personnel authorized to place calls, funding, item description, delivery schedule/instructions, price list, etc)?


· Did CCO explain how calls are placed and how decentralized reporting will work?

PROPS: AF Form 9, customer training guide, letter of authorized callers, call register 

ROLE PLAYER(S):  SVS CC


SUGGESTED OUTCOME:  A purchase order may be issued for the initial quantity and then brief the customer on what is needed to establish a decentralized BPA, or the CCO may elect to initiate the BPA right away.


Ref: FAR 13.303

		REQUEST FOR PURCHASE

		 NO.



		 INSTALLATION


  Deployed Wing

		 DATE


   



		 TO:  CONTRACTING OFFICER


  Deployed CCO

		 CLASS



		 THROUGH


  Deployed customer

		 CONTRACT, PURCHASE ORDER OR


 DELIVERY ORDER NO.



		 FROM:  (Insert RC/CC, if applicable)


  

		



		IT IS REQUESTED THAT SUPPLIES AND SERVICES ENUMERATED BELOW AND IN THE ATTACHED LIST, BE



		 PURCHASED FOR


  

		 FOR DELIVERY TO


 

		 NO LATER THAN



		ITEM

		DESCRIPTION OF MATERIAL OR SERVICES TO BE PURCHASED

		QUANTITY

		UNIT

		ESTIMATED


UNIT PRICE

		ESTIMATED


TOTAL COST



		0001

		Dry Ice


  COORDINATION:


  COMM:  _____________


  LGT:________________


  LGS:________________


  Deliver to:  Bldg 1207 / Customer


  POC:______________________


  Phone:_____________________


                                                                                           

		 

		 

		 

		 



		

		TOTAL

		$



		 PURPOSE



		 DATE

		 TYPED NAME AND GRADE OF REQUESTING


 OFFICIAL

		 SIGNATURE



		

		

		 TELEPHONE NO.



		 DATE

		 TYPED NAME AND GRADE OF APPROVING OFFICIAL




		 SIGNATURE



		          I certify that the supplies and services listed above and in the attached list are properly chargeable to the following allotments,


          the available balances of which are sufficient to cover the cost thereof, and funds have been committed.



		 ACCOUNTING CLASSIFICATION

		 AMOUNT



		 DATE

		 TYPED NAME AND GRADE OF CERTIFYING


 OFFICIAL

		 SIGNATURE



		 AF

		FORM


MAR 77

		9





BLANKET PURCHASE AGREEMENT (BPA)


USER INSTRUCTION AND GUIDELINES


SECTION I -- INTRODUCING THE BLANKET PURCHASE AGREEMENT


1.  The Contracting Office has many methods of contracting for the goods and services our customers (you) need.  The Blanket Purchase Agreement is one of those methods.  A Blanket Purchase Agreement, or BPA, is a simplified method of filling anticipated repetitive needs for supplies or services by establishing "charge accounts" with qualified sources of supply.  BPA's are designed to reduce administrative costs in accomplishing small purchases by eliminating the need for issuing individual purchase documents.  In other words, you use BPA's when you know you are going to need a basic requirement over and over, but can't say for sure when or how many of the items will be required.  A good example would be medical supplies or automobile parts.


2.  A BPA is an agreement between the government and a contractor which sets the stage for us to buy something quickly.  All of the conditions of sale are negotiated when the BPA is initially established, so the contractor knows up front the kind of item(s) we will be buying, and we know how much it's going to cost us for each item we buy.


3.  BPA's are often "decentralized," which is where you come into the picture.  As a BPA Monitor (Caller) for your organization, you will be figuring what your organization’s requirements are, and you will be placing the call to the contractor to request delivery of those items.  How you place that call, what your specific responsibilities are, and what paperwork you will have to complete, is explained in the following sections.  By following these instructions, you can help your organization complete its mission without the delays of normal lead-times for purchasing repetitive items.


SECTION II - BPA MONITOR (CALLER) RESPONSIBILITIES


There is no getting around it, Contracting is always in the spotlight because we are spending the taxpayer's money.  Due to this, Contracting has lots of paperwork and lots of regulations.  As a BPA monitor, you too will be entrusted to spend the taxpayer's money.  That's why it's extremely important you learn your responsibilities well and follow the instructions in this guide exactly.  Your responsibility to the government and your unit, is to spend money properly, wisely, and provide a perfect tracking of all expenditures.  This guide will help you do that.


1.  KNOW THE BPA:  Read and know the BPA before using it.  Know what goods or services the contractor is offering to provide and how deliveries work.  


2.  AUTHORIZED CALLERS:  Usually, more than one person will be authorized to place calls against a BPA.  Every authorized caller must be identified to the contracting office so we can tell the contractor.  An authorization list will be included in your BPA and will identify each person who, by name or position title, can place calls against the BPA.  If a person is not an "authorized caller", he/she CANNOT place calls.  If an unauthorized person makes a call, the government will consider it an agreement between the contractor and a third party.  This means the government will NOT foot the bill.  Authorized callers will also be limited by the amount they may obligate on a single call.


3.  MAINTAIN RECORDS:  It is extremely important you keep accurate records.  Auditors, inspectors, even Congress, frequently review contractual documents.  Be accurate.  If you have more than one person making calls against the BPA, one person needs to control the records to ensure everything is correctly recorded.


4.  MAINTAIN FUNDING LEVEL:  Never allow a call to be placed if there are insufficient funds to pay the bill.  Don't take for granted the money will be made available after the call.  Later in this guide when we talk about maintaining call registers, you will see that you need to keep a running total of available funds.  Always keep an eye on this figure.  It is your responsibility to coordinate with your supporting Resource Advisor, Budget Office, or Accounting and Finance Office to determine who will authorize or obligate funds for your BPA.  DO NOT spend money you do not have; it is a violation of the Anti-Deficiency Act.  This would result in an unauthorized commitment of Government funds and you could be held personally responsible for the bill.


5.  REVIEW PRICE LISTS:  Contractors will provide price lists for interested parties to review, and if we approve, a copy will be sent to you for inclusion in your BPA.  Make sure you review the price list, too.  Know the prices you will be charged for each item and verify those prices when deliveries are made.  Look out for price changes.  NEVER use an expired price list or one the Contracting Officer has not approved.


6.  COMPETITION:  Often the contracting office will establish at least two BPAs for the same types of items.  This is done for two reasons, first to provide for the competition requirements our regulations mandate, and secondly, to provide an alternate source in case one contractor cannot support your requirements.  You must compare prices before placing your call and order from the contractor offering the lower prices.  If both contractors charge basically the same price for an item, then you should alternate orders from those BPAs.  If the prices are not close, and you order from the higher priced BPA, you must document the file to explain why.


7.  RECEIPT FOR DELIVERIES:  Two things to remember: (1) the person who places the call should not take receipt of the item ordered.  This is a firm rule; it will help avoid any potential for collusion or conflict of interest; and (2) always check the items delivered before signing for them.  Once you sign for the items, they are bought, so be careful for what you're signing.


SECTION III - THE DUTIES OF AN "AUTHORIZED CALLER":

The right to purchase goods and services for the United States Government is closely controlled and monitored to ensure the taxpayer's dollars are spent wisely.  The "right" to purchase comes directly from the U.S. Constitution and is given only to selected individuals.  By being selected as an "authorized caller," you assume several very important responsibilities.  Let's review some of them:


1.  SAFEGUARD FUNDS:  You are charged with ensuring funds are spent wisely.  Make sure you buy from the source giving the most for the money.  Do not buy what is not needed and challenge what does not seem right.


2.  COMPETE YOUR BUYS:  Often you will have two or more BPAs against which to place calls.  Check the prices on all and place your call against the one with the lowest price.  Remember to document your file if you choose a higher priced BPA.


3.  AVOID IMPROPRIETY:  Do not accept gratuities or discuss future requirements with contractors.  If you place the call, ensure someone else signs for the delivery.


4.  BE A WATCHDOG:  Report any suspicious activities.  Report any suspected Fraud, Waste, and Abuse.


5.  KNOW YOUR LIMITATIONS:  Know what you can and can't order under each BPA.  Know what your dollar limitations are for each call, these can vary from BPA to BPA.


6.  KNOW WHAT THE BPA SAYS:  Know what the BPA includes and who to call to place orders.  Know who to call if something goes wrong.


Bottom line is KNOW WHAT YOU ARE DOING.  The obligation of government funds is a highly visible business with many watchdogs.  "I didn't know" is not an excuse for violations.  If you are not sure about something, then ask.  It is easier to teach you again on something, than it will be to unravel a long, sad story later.


SECTION IV - SETTING UP YOUR FILES:

1.  For every BPA you are using, you'll need to build a separate file.  This file is very important because it is the only way you have of accurately keeping a record of actions for each BPA.  Follow these instructions and file maintenance will be easy and quick.  Let's look at each part of your folder:


a.  Start with a 6-part folder (available at the local purchase store).


b.  Label the folder with the following information:


(1)  BPA number


(2)  Contractor's name


(3)  Expiration date of the BPA


(4)  What the BPA is for (if there's room)


c.  Establish the six parts of the folder as follows:


(1)  PART I:  A copy of the BPA and any modifications.  If we issue a modification, we will send you a copy.  Modifications should be filed on top of the original documents.


 (3)  PART II:  A current list of personnel authorized to place calls against the BPA.  When you have a turnover of personnel or new people are assigned to the job of placing calls, you need to ensure we know about it so we can schedule training.  Send us a letter stating who should be added or deleted from the authorization list.  We will send a letter to the contractor (with a copy to you) advising of the change.  Copies of these letters should be filed in this part of your folder.  You should never allow someone who has not been identified to our office and the contractor to place calls.  If a quick change is required, call us, document your file, and send us a follow-up letter.  The individual in charge of the unit should sign letters requesting authorization for individuals to place calls against a unit’s BPA(s).


(4)  PART III:  A copy of the individual funding documents (i.e.; AF Form 9, AF Form 616, etc.), all delivery tickets, and receiving reports (either a DD Form 250 or a signed copy of the contractor's invoice).  Make sure you have a receiving report for each call.


(5)  PART IV:  A weekly call register listing all calls placed against the BPA, a monthly report reflecting all calls placed during the reporting period, total line items, and total dollars obligated.


(a)  You must maintain the Call Register continuously.  Every time you place a call, enter the appropriate data on the call register.  Each week you need to send copies of the call register to Contracting and Accounting and Finance (see Section V).


(b)  The Monthly Report reflects total actions (calls or orders), line items, dollars obligated, and the remaining balance.  The Contractors invoice be based on the period of the 16th of the month through the 15th of the next month.   You need to send this report to Contracting no later than the 20th day of the month.  NOTE:  You are also required to send a copy of this report along with the call register to the Accounting and Finance office.


(6)  PART V:  Miscellaneous correspondence (i.e.; you could file this instructional package here.)


SECTION V - CALL NUMBER REGISTER:

1.  If placing calls against a BPA, you must record them on a permanent register (see attachment 1).  This helps you keep track of what you have ordered; it helps us monitor the use of the BPA; and Accounting and Finance uses it to pay the contractor monthly.


2.  The register has several important uses, so it is important you keep it current and accurate.  We recommend using the attached BPA Call Register and provide the following information:


(a)  BPA NUMBER -  (example: F38604-94-A0001)


(b)  NAME OF CONTRACTOR  - (example: JOHN DOE CORP.)


(c)  BPA EXPIRATION DATE


(d)  TYPE OF SERVICES/SUPPLIES - (example:  Copier Repair, Office Supplies.  This is the type of item you are ordering under the BPA)


(e)  AMOUNT OF FUNDS ALLOCATED TOWARDS THE BPA


(f)  CALL NUMBER AND DATE OF CALL.  Most call numbers begin with "0001" and go in consecutive order until the BPA expires or is canceled.  Do not start over each month.  DO NOT DUPLICATE CALL NUMBERS.  A call number is issued each time a service or delivery is requested.  Use the date when you actually placed the call with the contractor.


(g)  NAME OF INDIVIDUAL PLACING CALL - (example: SSgt John Doe)


(h)  DESCRIPTION OF SERVICE/SUPPLIES ORDERED - (The description of the line item which was ordered)


(i)  TOTAL PRICE PER CALL -  Obtain this by multiplying the quantity ordered by the unit price.  Using the unit price on the price list will determined the extended amount of the call.  Do not obtain prices from the contractor's invoice.  This amount should be in both local currency and U.S. dollars, if not the same.


(j)  BALANCE OF FUNDS -  Make sure you keep track of the balance of funds available.  DO NOT MAKE ANY CALLS IF YOU DON'T HAVE ENOUGH MONEY.


(k)  PREPARED BY -  The preparer must sign the call register.  This signature certifies the information on the register is correct.


(l)  ORGANIZATION/OFFICE SYMBOL -  Enter your base, organization, and office symbol.  DO NOT SKIP THIS BLOCK.


3.  Complete the call register in triplicate (sign all copies).  Send the original to Accounting and Finance and one copy to Contracting.  Keep one copy for your file.  Your call register must reach Accounting and Finance and Contracting every Sunday.  The call register should list only those calls placed during the reporting period.  Remember to start a new call register each week.


NOTE:  If you made no calls during the week, or month, you need to submit a negative report.  A statement on the call register stating "no calls made" will satisfy this requirement.


SECTION VI - MONTHLY REPORT FOR BPA


1.  One other report the Contracting Officer will need from you is a monthly report, which reflects all calls made and total dollars obligated.


2.  Like the call register, the monthly report has several important uses, so you need to provide us with the following information:


(a)  USING ACTIVITY/ORGANIZATION - Enter base, organization, office symbol, point of contact (POC), and duty phone (DP).


(b)  REPORTING MONTH (PERIOD OF:) -  The month you are reporting the supplies/services you ordered.


(c)  CONTRACTOR - (example: JOHN DOE CORP)


(d)  BPA NUMBER -  (example: F38604-94-A0001)


(e)  TOTAL NUMBER OF CALLS -  (enter the total number of calls made against the BPA)


(f)  TOTAL LINE ITEMS -  (enter the total number of line items ordered)


(g)  TOTAL DOLLAR AMOUNT -  (enter the total amount of dollars obligated against the BPA for all calls)


3.  Complete the Monthly Report in duplicate.  Send the original to the Contracting Office and keep a copy for your file.   Your monthly report along with your call register must reach the contracting office no later than the 20th day of each month.


SECTION VII - INSPECTIONS


We will inspect your BPA file folders at least annually for compliance with these instructions.  Further, it is the Contracting Officer's discretion to cancel a BPA for non-usage, delinquent decentralized reporting, or improper/poor management of a BPA.

1 Attachment


1.  BPA Call Register



10 October 2006


MEMORANDUM FOR 


FROM 


SUBJECT:  Authorization to place calls against Blanket Purchase Agreement (BPA) FA1234-07-A-0002.


1. In accordance with the terms and conditions of the Blanket Purchase Agreement (BPA) in effect with your firm, the following individuals are authorized to place calls in the amounts not-to-exceed 9,546.500 OP per call.  


Section



Unit/Office Symbol

           Phone Number



· Contracting Officer(s)*

323 ECONS / LGC

5044


· OIC, Material Control 

323 ECES / CEOM

5044


· NCOIC, Material Control

323 ECES / CEOM

5044


* Contracting Officers are the only individuals authorized to place calls in excess of 9,546.500 OP, and/or make changes (modifications) to this BPA.


2.  The Government shall not be responsible for obligations incurred by calls placed by anyone other than those listed above.


3. This letter is effective immediately and supersedes all previous letters of the same subject.  Further questions should be directed to the Contracting Officer, at 5044.








   MICHAEL A. VENTURA








   Contracting Officer


Cc:  323 ECES/CEOM


		Purchasing and Contracting Section



		BPA Call Register



		

		

		

		

		

		

		



		

		Contract Number:  

		(See your DD 250)

		

		

		

		



		

		Vendor Name:  

		(See the contractor's invoice)

		

		

		

		



		

		Vendor Address:  

		

		

		

		

		



		

		Phone Number:  

		

		

		

		

		



		

		

		

		

		

		

		



		 

		Call

		 

		Amount

		 

		Caller



		Date

		Number

		Description

		Local

		 US 

		 Balance 

		Initials
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		20 Nov 1996
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		 $                -   

		 



		 

		 

		 

		 

		 

		 $                -   

		 



		 

		 

		 

		 

		 

		 $                -   
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		 $                -   

		 



		 

		 

		 

		 

		 

		 $                -   
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		Total Value of BPA Calls This Sheet:  

		 $     4,134.00 
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Prop Call Register


Prop Call Register
Call Register

		Purchasing and Contracting Section

		BPA Call Register

				Contract Number:		(See your DD 250)

				Vendor Name:		(See the contractor's invoice)

				Vendor Address:

				Phone Number:

				Call				Amount						Caller

		Date		Number		Description		Local		US		Balance		Initials

						Initial Bulk Funding Amount						$   300,000.00

		20 Nov 1996		1		Ex: Lodging for 2/23 Personnel		1,060		$   4,134.00		$   295,866.00

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

												$   - 0

								Total Value of BPA Calls This Sheet:		$   4,134.00
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Delivery Log

		Purchasing and Contracting Section

		BPA Delivery Log Sheet

				Contract Number:		(See your DD 250)

				Vendor Name:		(See the contractor's invoice)

				Vendor Address:

				Phone Number:

				Call				Amount				KO

		Date		Number		Call Numbers Paid		Local		US		Initials

		20 Nov 1996		1		1		1,060		$   4,134.00		NC

								Total Value of BPA Calls This Sheet:		$   4,134.00
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Prop Customer  Training Guide


Prop Customer Training Guide
BLANKET PURCHASE AGREEMENT (BPA)


USER INSTRUCTION AND GUIDELINES


SECTION I -- INTRODUCING THE BLANKET PURCHASE AGREEMENT


1.  The Contracting Office has many methods of contracting for the goods and services our customers (you) need.  The Blanket Purchase Agreement is one of those methods.  A Blanket Purchase Agreement, or BPA, is a simplified method of filling anticipated repetitive needs for supplies or services by establishing "charge accounts" with qualified sources of supply.  BPA's are designed to reduce administrative costs in accomplishing small purchases by eliminating the need for issuing individual purchase documents.  In other words, you use BPA's when you know you are going to need a basic requirement over and over, but can't say for sure when or how many of the items will be required.  A good example would be medical supplies or automobile parts.


2.  A BPA is an agreement between the government and a contractor which sets the stage for us to buy something quickly.  All of the conditions of sale are negotiated when the BPA is initially established, so the contractor knows up front the kind of item(s) we will be buying, and we know how much it's going to cost us for each item we buy.


3.  BPA's are often "decentralized," which is where you come into the picture.  As a BPA Monitor (Caller) for your organization, you will be figuring what your organization’s requirements are, and you will be placing the call to the contractor to request delivery of those items.  How you place that call, what your specific responsibilities are, and what paperwork you will have to complete, is explained in the following sections.  By following these instructions, you can help your organization complete its mission without the delays of normal lead-times for purchasing repetitive items.


SECTION II - BPA MONITOR (CALLER) RESPONSIBILITIES


There is no getting around it, Contracting is always in the spotlight because we are spending the taxpayer's money.  Due to this, Contracting has lots of paperwork and lots of regulations.  As a BPA monitor, you too will be entrusted to spend the taxpayer's money.  That's why it's extremely important you learn your responsibilities well and follow the instructions in this guide exactly.  Your responsibility to the government and your unit, is to spend money properly, wisely, and provide a perfect tracking of all expenditures.  This guide will help you do that.


1.  KNOW THE BPA:  Read and know the BPA before using it.  Know what goods or services the contractor is offering to provide and how deliveries work.  


2.  AUTHORIZED CALLERS:  Usually, more than one person will be authorized to place calls against a BPA.  Every authorized caller must be identified to the contracting office so we can tell the contractor.  An authorization list will be included in your BPA and will identify each person who, by name or position title, can place calls against the BPA.  If a person is not an "authorized caller", he/she CANNOT place calls.  If an unauthorized person makes a call, the government will consider it an agreement between the contractor and a third party.  This means the government will NOT foot the bill.  Authorized callers will also be limited by the amount they may obligate on a single call.


3.  MAINTAIN RECORDS:  It is extremely important you keep accurate records.  Auditors, inspectors, even Congress, frequently review contractual documents.  Be accurate.  If you have more than one person making calls against the BPA, one person needs to control the records to ensure everything is correctly recorded.


4.  MAINTAIN FUNDING LEVEL:  Never allow a call to be placed if there are insufficient funds to pay the bill.  Don't take for granted the money will be made available after the call.  Later in this guide when we talk about maintaining call registers, you will see that you need to keep a running total of available funds.  Always keep an eye on this figure.  It is your responsibility to coordinate with your supporting Resource Advisor, Budget Office, or Accounting and Finance Office to determine who will authorize or obligate funds for your BPA.  DO NOT spend money you do not have; it is a violation of the Anti-Deficiency Act.  This would result in an unauthorized commitment of Government funds and you could be held personally responsible for the bill.


5.  REVIEW PRICE LISTS:  Contractors will provide price lists for interested parties to review, and if we approve, a copy will be sent to you for inclusion in your BPA.  Make sure you review the price list, too.  Know the prices you will be charged for each item and verify those prices when deliveries are made.  Look out for price changes.  NEVER use an expired price list or one the Contracting Officer has not approved.


6.  COMPETITION:  Often the contracting office will establish at least two BPAs for the same types of items.  This is done for two reasons, first to provide for the competition requirements our regulations mandate, and secondly, to provide an alternate source in case one contractor cannot support your requirements.  You must compare prices before placing your call and order from the contractor offering the lower prices.  If both contractors charge basically the same price for an item, then you should alternate orders from those BPAs.  If the prices are not close, and you order from the higher priced BPA, you must document the file to explain why.


7.  RECEIPT FOR DELIVERIES:  Two things to remember: (1) the person who places the call should not take receipt of the item ordered.  This is a firm rule; it will help avoid any potential for collusion or conflict of interest; and (2) always check the items delivered before signing for them.  Once you sign for the items, they are bought, so be careful for what you're signing.


SECTION III - THE DUTIES OF AN "AUTHORIZED CALLER":

The right to purchase goods and services for the United States Government is closely controlled and monitored to ensure the taxpayer's dollars are spent wisely.  The "right" to purchase comes directly from the U.S. Constitution and is given only to selected individuals.  By being selected as an "authorized caller," you assume several very important responsibilities.  Let's review some of them:


1.  SAFEGUARD FUNDS:  You are charged with ensuring funds are spent wisely.  Make sure you buy from the source giving the most for the money.  Do not buy what is not needed and challenge what does not seem right.


2.  COMPETE YOUR BUYS:  Often you will have two or more BPAs against which to place calls.  Check the prices on all and place your call against the one with the lowest price.  Remember to document your file if you choose a higher priced BPA.


3.  AVOID IMPROPRIETY:  Do not accept gratuities or discuss future requirements with contractors.  If you place the call, ensure someone else signs for the delivery.


4.  BE A WATCHDOG:  Report any suspicious activities.  Report any suspected Fraud, Waste, and Abuse.


5.  KNOW YOUR LIMITATIONS:  Know what you can and can't order under each BPA.  Know what your dollar limitations are for each call, these can vary from BPA to BPA.


6.  KNOW WHAT THE BPA SAYS:  Know what the BPA includes and who to call to place orders.  Know who to call if something goes wrong.


Bottom line is KNOW WHAT YOU ARE DOING.  The obligation of government funds is a highly visible business with many watchdogs.  "I didn't know" is not an excuse for violations.  If you are not sure about something, then ask.  It is easier to teach you again on something, than it will be to unravel a long, sad story later.


SECTION IV - SETTING UP YOUR FILES:

1.  For every BPA you are using, you'll need to build a separate file.  This file is very important because it is the only way you have of accurately keeping a record of actions for each BPA.  Follow these instructions and file maintenance will be easy and quick.  Let's look at each part of your folder:


a.  Start with a 6-part folder (available at the local purchase store).


b.  Label the folder with the following information:


(1)  BPA number


(2)  Contractor's name


(3)  Expiration date of the BPA


(4)  What the BPA is for (if there's room)


c.  Establish the six parts of the folder as follows:


(1)  PART I:  A copy of the BPA and any modifications.  If we issue a modification, we will send you a copy.  Modifications should be filed on top of the original documents.


 (3)  PART II:  A current list of personnel authorized to place calls against the BPA.  When you have a turnover of personnel or new people are assigned to the job of placing calls, you need to ensure we know about it so we can schedule training.  Send us a letter stating who should be added or deleted from the authorization list.  We will send a letter to the contractor (with a copy to you) advising of the change.  Copies of these letters should be filed in this part of your folder.  You should never allow someone who has not been identified to our office and the contractor to place calls.  If a quick change is required, call us, document your file, and send us a follow-up letter.  The individual in charge of the unit should sign letters requesting authorization for individuals to place calls against a unit’s BPA(s).


(4)  PART III:  A copy of the individual funding documents (i.e.; AF Form 9, AF Form 616, etc.), all delivery tickets, and receiving reports (either a DD Form 250 or a signed copy of the contractor's invoice).  Make sure you have a receiving report for each call.


(5)  PART IV:  A weekly call register listing all calls placed against the BPA, a monthly report reflecting all calls placed during the reporting period, total line items, and total dollars obligated.


(a)  You must maintain the Call Register continuously.  Every time you place a call, enter the appropriate data on the call register.  Each week you need to send copies of the call register to Contracting and Accounting and Finance (see Section V).


(b)  The Monthly Report reflects total actions (calls or orders), line items, dollars obligated, and the remaining balance.  The Contractors invoice be based on the period of the 16th of the month through the 15th of the next month.   You need to send this report to Contracting no later than the 20th day of the month.  NOTE:  You are also required to send a copy of this report along with the call register to the Accounting and Finance office.


(6)  PART V:  Miscellaneous correspondence (i.e.; you could file this instructional package here.)


SECTION V - CALL NUMBER REGISTER:

1.  If placing calls against a BPA, you must record them on a permanent register (see attachment 1).  This helps you keep track of what you have ordered; it helps us monitor the use of the BPA; and Accounting and Finance uses it to pay the contractor monthly.


2.  The register has several important uses, so it is important you keep it current and accurate.  We recommend using the attached BPA Call Register and provide the following information:


(a)  BPA NUMBER -  (example: F38604-94-A0001)


(b)  NAME OF CONTRACTOR  - (example: JOHN DOE CORP.)


(c)  BPA EXPIRATION DATE


(d)  TYPE OF SERVICES/SUPPLIES - (example:  Copier Repair, Office Supplies.  This is the type of item you are ordering under the BPA)


(e)  AMOUNT OF FUNDS ALLOCATED TOWARDS THE BPA


(f)  CALL NUMBER AND DATE OF CALL.  Most call numbers begin with "0001" and go in consecutive order until the BPA expires or is canceled.  Do not start over each month.  DO NOT DUPLICATE CALL NUMBERS.  A call number is issued each time a service or delivery is requested.  Use the date when you actually placed the call with the contractor.


(g)  NAME OF INDIVIDUAL PLACING CALL - (example: SSgt John Doe)


(h)  DESCRIPTION OF SERVICE/SUPPLIES ORDERED - (The description of the line item which was ordered)


(i)  TOTAL PRICE PER CALL -  Obtain this by multiplying the quantity ordered by the unit price.  Using the unit price on the price list will determined the extended amount of the call.  Do not obtain prices from the contractor's invoice.  This amount should be in both local currency and U.S. dollars, if not the same.


(j)  BALANCE OF FUNDS -  Make sure you keep track of the balance of funds available.  DO NOT MAKE ANY CALLS IF YOU DON'T HAVE ENOUGH MONEY.


(k)  PREPARED BY -  The preparer must sign the call register.  This signature certifies the information on the register is correct.


(l)  ORGANIZATION/OFFICE SYMBOL -  Enter your base, organization, and office symbol.  DO NOT SKIP THIS BLOCK.


3.  Complete the call register in triplicate (sign all copies).  Send the original to Accounting and Finance and one copy to Contracting.  Keep one copy for your file.  Your call register must reach Accounting and Finance and Contracting every Sunday.  The call register should list only those calls placed during the reporting period.  Remember to start a new call register each week.


NOTE:  If you made no calls during the week, or month, you need to submit a negative report.  A statement on the call register stating "no calls made" will satisfy this requirement.


SECTION VI - MONTHLY REPORT FOR BPA


1.  One other report the Contracting Officer will need from you is a monthly report, which reflects all calls made and total dollars obligated.


2.  Like the call register, the monthly report has several important uses, so you need to provide us with the following information:


(a)  USING ACTIVITY/ORGANIZATION - Enter base, organization, office symbol, point of contact (POC), and duty phone (DP).


(b)  REPORTING MONTH (PERIOD OF:) -  The month you are reporting the supplies/services you ordered.


(c)  CONTRACTOR - (example: JOHN DOE CORP)


(d)  BPA NUMBER -  (example: F38604-94-A0001)


(e)  TOTAL NUMBER OF CALLS -  (enter the total number of calls made against the BPA)


(f)  TOTAL LINE ITEMS -  (enter the total number of line items ordered)


(g)  TOTAL DOLLAR AMOUNT -  (enter the total amount of dollars obligated against the BPA for all calls)


3.  Complete the Monthly Report in duplicate.  Send the original to the Contracting Office and keep a copy for your file.   Your monthly report along with your call register must reach the contracting office no later than the 20th day of each month.


SECTION VII - INSPECTIONS


We will inspect your BPA file folders at least annually for compliance with these instructions.  Further, it is the Contracting Officer's discretion to cancel a BPA for non-usage, delinquent decentralized reporting, or improper/poor management of a BPA.

1 Attachment


1.  BPA Call Register


Page 1 of 5
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Prop Letter of  Authorized Callers


Prop Letter of Authorized Callers
DEPARTMENT OF THE (Insert Branch of Service or Agency)

(Insert Location)






10 October 2006

MEMORANDUM FOR 

FROM 


SUBJECT:  Authorization to place calls against Blanket Purchase Agreement (BPA) FA1234-07-A-0002.


1. In accordance with the terms and conditions of the Blanket Purchase Agreement (BPA) in effect with your firm, the following individuals are authorized to place calls in the amounts not-to-exceed 9,546.500 OP per call.  


Section



Unit/Office Symbol

           Phone Number



· Contracting Officer(s)*

323 ECONS / LGC

5044


· OIC, Material Control 

323 ECES / CEOM

5044


· NCOIC, Material Control

323 ECES / CEOM

5044


* Contracting Officers are the only individuals authorized to place calls in excess of 9,546.500 OP, and/or make changes (modifications) to this BPA.


2.  The Government shall not be responsible for obligations incurred by calls placed by anyone other than those listed above.


3. This letter is effective immediately and supersedes all previous letters of the same subject.  Further questions should be directed to the Contracting Officer, at 5044.








   MICHAEL A. VENTURA








   Contracting Officer


Attachment:


Price List, 10 October 2006


Cc:  323 ECES/CEOM
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Contract Modification


Contract Modification
Contract Administration


Chair Modification


TASK:  Prepare a modification


TITLE:  Chairs


OBJCTIVE:  Evaluate the CCO’s ability to modify a purchase order.


 Did the CCO use proper authority for the modification?


 Did the CCO use a bilateral modification? 


 Did the CCO get a Release of Claims from the contractor?


 Did the CCO check for administrative correctness?


SITUATION:  The Army team’s CCO’s wrote a contract for 200 chairs for the deployment forces to use in the recreation tent.  The contractor delivered only 175 of the 200 chairs.  The customer, TSgt Johnson wants to cancel the remaining 25 since they are not needed.  TSgt Johnson is carrying an invoice to FM and would like the CCO to verify the quantity ordered since he does not have a copy of the purchase order. Once it is discovered we should have received 200 chairs the customer informs the CCO that only 175 are needed.


RESULTS: CCO gets a verbal request from the customer to cancel the remaining 25 and prepares a modification to reduce quantity.  The modification is picked up at the designated time and reviewed.(FAR 52.249)


PROPS:  Invoice, Purchase Order for 200 chairs in the Army  team folder.  


ROLE PLAYER:  TSgt Johnson, SVS representative


ROLE PLAYER’S COPY


CHAIRS


SITUATION:  The Army team’s CCO’s wrote a contract for 200 chairs for the deployment forces to use in the recreation tent.  The contractor delivered only 175 of the 200 chairs.  The customer TSgt Johnson wants to cancel the remaining 25 since they are not needed.  TSgt Johnson has an invoice from the contractor showing 175 chairs.


SCRIPT: "Hi, I'm TSgt Johnson from SVS I have just received 175 chairs and I have this invoice from the contractor.  I was wondering if you'd be so kind to check the purchase order and see if the quantity is correct because I do not have a copy."


ADDITIONAL DATA:

1.  The CCO should check the contract and see that it was for 200 chairs.  


2.  Ask the CCO to cancel the remainder 25 chairs since they are not needed.


3.  Ask the CCO what to do with the invoice.


4.  If the CCO wants to do a bilateral mod, tell them that you can bring the contractor to the tent later today.  He is coming by to talk about other furniture need MWR has.


INVOICE


TUCKAHOE TRADING ESTABLISHMENT


                                                                     PO BOX 1958


Oklahoma City, OK


Chairs

175@$25





$4375


Please pay me in full,


Mohammad Et Ali Tuck


Mohammad Et Ali Tuck


Managing Director


		SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEM


OFFEROR TO COPLETE BLOCKS 12, 17, 23, 24, & 30

		1.  REQUISITION NUMBER




		PAGE 1 OF 33



		2.  CONTRACT NO.




		3.  AWARD/EFFECTIVE DATE




		4.  ORDER NUMBER




		5.  SOLICITATION NUMBER




		6. SOLICITATION                   ISSUE DATE



		7.  FOR SOLICITATION INFORMATI           ON CALL

		a.  NAME

		b.  TELEPHONE NUMBER




		8.  OFFER DUE DATE/LOCAL TIME






		9.  ISSUED BY




		10.  THIS ACQUISITION IS 


 FORMCHECKBOX 
UNRESTRICTED


 FORMCHECKBOX 
SET ASIDE 00000% FOR


     FORMCHECKBOX 
 SMALL BUSINESS


     FORMCHECKBOX 
 SMALL DISADV BUS


     FORMCHECKBOX 
 8(A)


SIC:


SIZE STANDARD:




		11.DELIVERY FOR FOB 


DESTINATION UNLESS BLOCK IS 


MARKED                


 FORMCHECKBOX 
 SEE SCHEDULE


 FORMCHECKBOX 
 13a.  THIS CONTRACT IS A RATED ORDER UNDER DPAS (15 CFR 700)


13b.  RATING 00-C9E


14.  METHOD OF SOLICITATION


 FORMCHECKBOX 
 RFQ         FORMCHECKBOX 
 IFB       FORMCHECKBOX 
RFP



		15.  DELIVER TO




		16.  ADMINISTERED BY


        SEE BLOCK 9



		17a.  CONTRACTOR/OFFEROR  CODE                                    




		18a. PAYMENT WILL BE MADE BY






		 FORMCHECKBOX 
 17b.  CHECK IF REMITTANCE IS DIFFERENT AND PUT SUCH


               ADDRESSW IN OFFER




		18b. SUBMIT INVOICES TO ADDRESS SHOWN IN BLCOK 18a UNLESS BLOCK BELOW IS CHECKED    FORMCHECKBOX 
 SEE ADDENDUM            



		19.


ITEM NO.

		20.


SCHEDULE OF SUPPLIES/SERVICES

		21. 


QUANTITY

		22. 


UNIT

		23.


UNIT PRICE

		24.


AMOUNT



		

********************************************************************************************************************


    THIS CONFIRMS ORDER PLACED WITH   *******************  ON 00JUL 15                                            *


    DO NOT DUPLICATE SHIPMENT   DO NOT DUPLICATE SHIPMENT   DO NOT DUPLICATE SHIPMENT  DO NOT DUPLICATE SHIPMENT ***


********************************************************************************************************************


SEE ATTACHED SCHEDULE(S) ITEMS:                            DELIVER TO FOB POINT BY: 






		ACCOUNTING AND APPROPRIATION DATA




		26.  TOTAL AWARD AMOUNT (for Govt. Use Only)






		 FORMCHECKBOX 
27a. SOLICIATATION INCORPORATES BY REFERENCE FAR 52.212-1, 52-212-3 AND 52.212-3 AND 52.212-5 ARE ATTACHED ADDENDA  FORMCHECKBOX 
ARE


                                                                                                                      FORMCHECKBOX 
 ARE NOT ATTACHED 


 FORMCHECKBOX 
27b. CONTRACT/PURCHASE ORDER INCORPORATES BY REFERENCE FAR 52.212-4, FAR 52.212-5 IS ATTACHED ADDENDA  FORMCHECKBOX 
  ARE   FORMCHECKBOX 
 ARE NOT ATTACHED






		28.  CONTRACTOR IS REQUIRED TO SIGN THIS DOCUMENTAND RETURN _______ COPIES TO


 FORMCHECKBOX 
   ISSUING OFFICE.  CONTRACTOR AGREES TO FURNISH AND DELIVER ALL ITEMS SET FORTH OR       OTHERWISE IDENTIFIED ABOVE AND ON ANY ADDITIONAL SHEETS SUBECT TO THE TERMS AND CONDITIONS SPECIFIED HEREIN.

		29.  AWARD OF CONTRACT: REFERENCE       97t8850


 FORMCHECKBOX 
 OFFER DATED   _______.  YOUR  OFFER ON


     SOLICITATION (BLOCK 5), INCLUDING ANY ADDITIONS OR CHANGES WHICH ARE SET FORTH HEREIN, IS ACCEPTED AS TO ITEMS; 






		30a.  SIGNATURE OF OFFEROR/CONTRACTOR




		31a.  UNITED STATES OF AMERICA (SIGNATURE OF CONTRACTING OFFICER)






		30b.  NAME AND TITLE OF SIGNER (TYPE OR PRINT)




		30c.  DATE SIGNED




		31b.  NAME OF CONTRACTING OFFICER (TYPE OR PRINT)




		31c.  DATE SIGNED






		32a.  QUANTITY IN COLUMN 21 HAS BEEN


 FORMCHECKBOX 
 RECEIVED   FORMCHECKBOX 
 INSPECTED   FORMCHECKBOX 
 ACCEPTED AND CONFORMS TO THE 


                                                      CONTRACT, EXCEPT AS NOTED

		33.  SHIP NUM BER


 FORMCHECKBOX 
PARTIAL  FORMCHECKBOX 
 FINAL

		34.  VOUCHER NUMBER




		35.  AMOUNT VERIFIED CORRECT FOR






		32b.SIGNATURE OF AUTHORIZED GOVT. REPRESENTATIVE   32c. DATE


41a.  I CERTIFY THIS ACCOUNT IS CORRECT AND PROPER FOR PAYMENT


41b.  SIGNATURE AND TITLE OF CERTIFYING OFFICER    41c. DATE




		36.  PAYMENT


 FORMCHECKBOX 
 COMPLETE   FORMCHECKBOX 
 PARTIAL   FORMCHECKBOX 
 FINAL


S/R ACCOUNT NUMBER         39. S/R VOUCHER NUMBER                                          


42a.  RECEIVED BY (PRINT)


42b.  RECEIVED AT (LOCATION)


42c.  DATE REC’D YY/MM/DD   42d.  TOTAL CONTAINERS

		37.  CHECK NUMBER


40.  PAID BY








  AUTHORIZED FOR LOCAL REPRODUCTION STANDARD FOR 1449 (REV. 10-95) Prescribed by GSA-FAR (48 CFR) 53.212



[image: image1.wmf]AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT


1. CONTRACT ID CODE


2. AMENDMENT/MODIFICATION NO.


P000001


3. EFFECTIVE DATE


4. REQUISITION/PURCHASE REQ. NO.


5. PROJECT NO. 


(If applicable)


7. ADMINISTERED BY 


(If other than Item 6)


CODE


STANDARD FORM 30 


(REV. 10-83)


Prescribed by GSA FAR (48 CFR) 53.243


FACILITY CODE


9A. AMENDMENT OF SOLICITATION NO.


9B. DATED 


(SEE ITEM 11)


10A. MODIFICATION OF CONTRACT/ORDER NO.


10B. DATED 


(SEE ITEM 11)


11. THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS


The above numbered solicitation is amended as set forth in Item 14.  The hour and date specified for receipt of Offers


is extended,


is not extended.


Offers must acknowledge receipt of this amendment prior to the hour and date specified in the solicitation or as amended, by one of the following methods:


(a)By completing items 8 and 15, and returning


copies of the amendment; (b) By acknowledging receipt of this amendment on each copy of the offer submitted;


or (c) By separate letter or telegram which includes a reference to the solicitation and amendment numbers.  FAILURE OF YOUR ACKNOWLEDGMENT TO BE RECEIVED AT


THE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT IN REJECTION OF YOUR OFFER.  If by virtue of this


amendment your desire to change an offer already submitted, such change may be made by telegram or letter, provided each telegram or letter makes reference to the


solicitation and this amendment, and is received prior to the opening hour and date specified.


12. ACCOUNTING AND APPROPRIATION DATA 


(If required)


Input Accounting Code


13. THIS ITEM ONLY APPLIES TO MODIFICATION OF CONTRACTS/ORDERS.


IT MODIFIES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14.


CHECK ONE


A.


THIS CHANGE ORDER IS ISSUED PURSUANT TO: 


(Specify authority)


 THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE CONTRACT ORDER


NO. IN ITEM 10A.


B.


THE ABOVE NUMBERED CONTRACT/ORDER IS MODIFIED TO REFLECT THE ADMINISTRATIVE CHANGES 


(such as changes in paying office, 


appropriation date, etc.


) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(b).


 


C.


THIS SUPPLEMENTAL AGREEMENT IS ENTERED INTO PURSUANT TO AUTHORITY OF:


X


D.


OTHER


 (Specify type of modification and authority)


Bilateral- Mutual agreement of both contracting parties


E. IMPORTANT:


  Contractor


 


is not,


X


is required to sign this document and return


1


copies to the issuing office.


Except as provided herein, all terms and conditions of the document referenced in Item 9A or 10A, as heretofore changed, remains unchanged and in full force and effect.


15C. DATE SIGNED


15A. NAME AND TITLE OF SIGNER 


(Type or print)


16C. DATE SIGNED


16A. NAME AND TITLE OF CONTRACTING OFFICER 


(Type or print)


14. DESCRIPTION OF AMENDMENT/MODIFICATION (


Organized by UCF section headings, including solicitation/contract subject matter where feasible.)


The purpose of this modification is to reduce the quantity of the above referenced purchase


order.


A.  The quantity of the above referenced purchase order is hereby changed from 200 ea to 175


ea.  


B.  The total dollar value of the above purchase order is hereby changed from $5,000.00 to


$4,375.00.  This is a net decrease of $625.00.  Block 24 of SF1449 is changed to read $4,375.


C.  All other terms and conditions remain unchanged.


PAGE      OF    PAGES


1


1


6. ISSUED BY


CODE


8. NAME AND ADDRESS OF CONTRACTOR 


(No., street, county, State and ZIP Code)


(X)


X


CODE


15B. CONTRACTOR/OFFEROR


**Signed**


(Signature of person authorized to sign)


16B. UNITED STATES OF AMERICA


(Signature of Contracting Officer)


NSN 7540-01-152-8070


Previous edition unusable
















































































Leonard Nimoy, Big Boss











James T. Kirk







   25 Oct 00







   15 Oct 00







Janes T. Kirk







Leonard Nimoy







  $5000.00







5713400 301 9310  401640 03 619  525700







  0001              Chairs						                                       200         ea                           $25.00              $5000.00           
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Heavy Equip Claim


Heavy Equip Claim
Contract Administration


Heavy Equipment Claim

TASK:  Resolve a Claim

OBJECTIVE:  Evaluate CCO’s ability to resolve/settle claim.  


SITUATION:  The contractor we are renting Heavy Equipment from stopped by along with MSgt Rocks from Civil Engineering in order to submit a claim for some damaged heavy equipment.  According to the contractor, 7 pieces of heavy equipment have been damaged by the AF drivers. As stated in the contractor’s quotation/price list which was approved by the CCO, “If anyone other than this company’s equipment operators operate the heavy equipment under this agreement, the US government will be responsible for any mechanical or structural damage caused while in their control.” The contractor has submitted a claim for the damage caused to their equipment and wishes to resolve this issue ASAP.


NOTE: The “CONTRACTOR QUOTATION” below is the price quotation for the claiming contractor to make the repairs and replacements themselves. The CCO should raise questions about this quotation and contact the contractor or do their own market research to request additional quotations from other garages which perform this type of service, in order to ensure price reasonableness. Only provide the CONTRACTOR QUOTATION until the CCO requests additional information from the contractor.


PROPS:  Claim Letter, Certification Statement, Contractors Quotation and supporting quotations, AF Form 9


ROLE PLAYERS:  Contractor, Transportation Officer


SUGGESTED OUTCOMES: 


· Did CCO notice contractor’s claim lacked the certification clause that’s required, IAW FAR 33.207?


· Did the CCO justify the prices to be fair and reasonable?


· Did the CCO receive additional quotations and prepare a D&F for the file?


· Did CCO notice the mistakes in quotes of all garages?


· Did CCO negotiate with contractor?


· Did the CCO issue a final decision IAW FAR 33.211 and identify it was due (or would be issued) within 60 days after receipt of the claim?


· Did CCO resolve the claim by completing a modification to pay the contractor the negotiated amount?


Contract Administration


Heavy Equipment Claim

This letter is to inform you that we request payment in the amount of $115,300.00, in order to fix the 6 pieces of Heavy Equipment that you military members damaged while in your hands.  This is the best price we could get from our garage/repair shop.  We would appreciate the American Government handling this claim ASAP.


_______________________________


Mr. Disgruntle Contractor 


Contract Administration


Heavy Equipment Claim

CERTIFICATION STATEMENT


"I certify that the claim is made in good faith; that the supporting data are accurate and complete to the best of my knowledge and belief; that the amount requested accurately reflects the contract adjustment for which the contractor believes the Government is liable; and that I am duly authorized to certify the claim on behalf of the contractor."


___________________________________


I. M. CONTRACTOR


		CONTRACTOR QUOTATION

		

		

		

		

		



		

		

		

		

		

		



		EQUIPMENT -- REPLACE(*)/REPAIR(#):

		UNIT

		QTY

		MATERIAL COSTS

		LABOR COSTS

		TOTAL COSTS



		

		

		

		

		

		



		Dump truck #89 -- #Fire Melted Bed and Paintjob

		EA

		1

		$45,000

		$30,000

		$76,000



		Excavator #32 -- *Cracked Hammer

		EA

		1

		$15,000

		$2,000

		$17,000



		Grader #6 -- #Bent Frame Alignment

		EA

		1

		$600

		$3,000

		$3,600



		Backhoe #15 – *Blown Engine/Motor

		EA

		1

		$5,000

		$2,000

		$7,000



		Trencher#50 -- *Broken Chain

		EA

		1

		$1,300

		$200

		$1,500



		Water Truck #17 – #Broken Pump

		EA

		1

		$500

		$200

		$700



		Dump truck #77 -- *Transmission and 4 Flat Tires

		EA

		1

		$7,000

		$3,500

		$10,500



		

		

		

		

		

		



		

		

		

		

		TOTAL

		$116,300.00





		GARAGE 2

		

		

		

		

		



		

		

		

		

		

		



		EQUIPMENT -- REPLACE(*)/REPAIR(#):

		UNIT

		QTY

		MATERIAL COSTS

		LABOR COSTS

		TOTAL COSTS



		

		

		

		

		

		



		Dump truck #89 -- #Fire Melted Bed and Paintjob

		EA

		1

		$30,000

		$30,000

		$60,000



		Excavator #32 -- *Cracked Hammer

		EA

		1

		$13,000

		$2,000

		$15,000



		Grader #6 -- #Bent Frame Alignment

		EA

		1

		$600

		$1,500

		$3,600



		Backhoe #15 – *Blown Engine/Motor

		EA

		1

		$5,000

		$2,000

		$7,000



		Trencher#50 -- *Broken Chain

		EA

		1

		$1,300

		$200

		$1,500



		Water Truck #17 – #Broken Pump

		EA

		1

		$500

		$200

		$700



		Dump truck #77 -- *Transmission and 4 Flat Tires

		EA

		1

		$7,000

		$3,500

		$10,500



		

		

		

		

		

		



		

		

		

		

		TOTAL

		$98,300.00





		GARAGE 3

		

		

		

		

		



		EQUIPMENT -- REPLACE(*)/REPAIR(#):

		UNIT

		QTY

		MATERIAL COSTS

		LABOR COSTS

		TOTAL COSTS



		

		

		

		

		

		



		Dump truck #89 -- #Fire Melted Bed and Paintjob

		EA

		1

		$35,000

		$30,000

		$65,000



		Excavator #32 -- *Cracked Hammer

		EA

		1

		$15,000

		$2,000

		$17,000



		Grader #6 -- #Bent Frame Alignment

		EA

		1

		$600

		$3,000

		$3,600



		Backhoe #15 – *Blown Engine/Motor

		EA

		1

		$5,000

		$2,000

		$7,000



		Trencher#50 -- *Broken Chain

		EA

		1

		$1,300

		$200

		$1,500



		Water Truck #17 – #Broken Pump

		EA

		1

		$500

		$200

		$700



		Dump truck #77 -- *Transmission and 4 Flat Tires

		EA

		1

		$7,000

		$3,500

		$10,500



		

		

		

		

		

		



		

		

		

		

		TOTAL

		$105,300.00





		REQUEST FOR PURCHASE

		  NO.


FTDSC4701480047






		  INSTALLATION

Oklahoma City, OK

		  DATE

Today



		  TO:  CONTRACTING OFFICER

CCO

		  CLASS





		  THROUGH:

     Finance

		  CONTRACT, PURCHASE ORDER


  OR DELIVERY ORDER NO.



		  FROM:  (Insert RC/CC, If applicable)

     Civil Engineering

		



		IT IS REQUESTED THAT THE SUPPLIES AND SERVICES ENUMERATED BELOW AND IN THE ATTACHED LIST, BE



		  PURCHASED FOR

Civil Engineering

		  FOR DELIVERY TO

CES

		  NOT LATER THAN

ASAP



		ITEM

		DESCRIPTION OF MATERIAL OR SERVICES TO BE PURCHASED

		QUANTITY

		UNIT

		ESTIMATED UNIT PRICE

		ESTIMATED


TOTAL COST



		001




		HEAVY EQUIPMENT REPAIR


SUGGESTED SOURCE:


RENTAL CONTRACTOR


ASSUME:  EVERYTHING IS 100% CORRECT



		1




		LOT




		$116,30.00




		$116,30.00






		TOTAL

		$116,30.00






		PURPOSE

		FIX HEAVY EQUIPMENT DAMAGED UNDER VEHICLE RENTAL CONTRACT



		  DATE  




		  TYPED NAME AND GRADE OF REQUESTING OFFICIAL

		  SIGNATURE





		

		I. M. ONFIRE, Lt. COL, USAF

		  TELEPHONE


xxx-xxx-1234



		  DATE




		  TYPED NAME AND GRADE OF APPROVING OFFICIAL

CLEVELAND D. PROOF, COL, USAF




		  SIGNATURE



		

		

		  TELEPHONE


xxx-xxx-4321



		I certify that the supplies and services listed above and in the attached list are properly chargeable to the following allotments, the available balances of which are sufficient to cover the cost thereof, and the funds have been committed.



		  ACCOUNTING CLASSIFICATION


           1111111  222 33AA 444444 5555 0000 66666B 777777



		  AMOUNT

$116,30.00






		  DATE




		  TYPED NAME AND GRADE OF CERTIFYING OFFICIAL

N.O. MONNEY, MSgt , USAF

		  SIGNATURE


Nathan  O. Monney





AF FORM 9, MAR 77 (EF)
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Prop  J & A Guide  and Template


Prop  J & A Guide and Template








JUSTIFICATION AND APPROVAL 


PREPARATION GUIDE AND TEMPLATE


Headquarters Air Force Materiel Command


Contracting Policy Division


Directorate of Contracting


4375 Chidlaw Road, Suite 6


Wright-Patterson AFB Ohio 45433-5006


DSN 787-6057


FAX  (513) 476-1431


JUSTIFICATION & APPROVAL PREPARATION GUIDE
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6
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8




Industrial mobilization; or engineering, development, 




or research capability 
10




International Agreement
11




Authorized or required by statute 
11
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13
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13
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14
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17




Acronyms 
17
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 19


PART 7 -      TEMPLATE   _______________________________________________ 21


Part 1


PREFACE


This guide was written to help you prepare and process Justification and Approvals (J&As) for the use of other than full and open competition.  The guide will help you answer questions such as: Do I need a J&A? What is the basis for the justification? What goes in the J&A? Who approves the J&A? How is the J&A processed?  The aim is to consolidate multiple levels of regulatory requirements into an easy to use guide.  In addition, this guide provides practical lessons learned, and contains references to the statutory and regulatory documents whenever possible. In cases where the text appears to be in contradiction with the cited regulation or statute, the latter takes precedence. Please notify HQ AFMC/PKP of any such instances of contradiction.


The requirement for preparing J&As is statutory. The 1984 legislation that established the J&A requirement is known as the Competition in Contracting Act (CICA). The law was codified in 


10 USC 2304 and is implemented in the Federal Acquisition Regulation (FAR) Part 6 (as supplemented by DoD, Air Force, and Air Force Materiel Command). This guide is not intended to serve as a substitute for these regulations.  Therefore, as each topic is discussed, specific regulatory citations are provided.  This guide is current as of the date of publication. Updates will be issued as the regulations affecting J&As change.  


Comments or suggestions regarding this guide may be provided to HQ AFMC/PKP, 4375 Chidlaw Road, Suite 6, Wright-Patterson AFB OH 45433-5006.


Part 2


WHEN IS A JUSTIFICATION & APPROVAL REQUIRED?


10 USC 2304(c), as implemented by FAR Part 6, requires the use of full and open competition, unless permitted by one of seven statutory exceptions. If awarding a contract under “other than full and open competition” procedures, some form of written documentation is normally required.  Part 4 of this guide describes each of the seven statutory authorities for the use of “other than full and open competition” procedures.  Depending on the authority used, the specific form of written documentation will vary.  Examples include: Justification and Authorization (J&A), Determinations and Findings (D&F), or an International Agreement Competitive Restrictions (IACR) document. 


Written documentation may also be required if awarding a contract using full and open competition after exclusion of one or more sources. If you are excluding a class or classes of sources in order to conduct a small business set‑aside, or an 8(a) acquisition, no written justification or determination is required. If you are excluding one or more sources for other reasons, such as to maintain or develop alternative sources of supplies or services, a D&F must be prepared by the contracting officer (CO) and approved as prescribed in AFFARS 5306.202.  Refer to FAR 6.2 and supplements for procedures and guidance if you are conducting a full and open competition after exclusion of sources.


“Full & open competition” is specifically defined in the statute as well as in Part 6 this guide. The existence of “competition” does not necessarily mean full and open competition exists. If only a limited number of sources are able to compete due to competitive barriers that are inherent in the government’s requirement, a J&A may be required.  Even when full and open competition does not exist, the CO is required to “solicit offers from as many potential sources as is practicable under the circumstances” (FAR 6.301 (d)).  In addition, the existence of an approved J&A does not automatically allow the government to reject proposals from sources not identified in the J&A.  The government is obligated to consider any proposal received from a responsible source.


These requirements apply to all new contracts and modifications except:


(
Acquisitions made under the simplified acquisition procedures of FAR Part 13;

(
Contracts awarded under procedures expressly authorized by statute (other than those specifically addressed under the authority of 10 USC 2304(c)(5));

(
Contract modifications that are within the scope and under the terms of an existing contract (e.g., changes clause actions, exercise of contract options when initially priced and evaluated under full and open competition, etc.);


· Orders placed under indefinite-quantity contracts when the contract was awarded under the procedures of FAR 6.1 or 6.2 and all responsible sources were realistically permitted to compete for the requirements in the contract or when the contract was awarded under FAR 6.3 and the contract’s J&A adequately covered the requirements specified in the order.


                              PART 3

REVIEW AND APPROVAL OF J&As


NOTE:  VERIFY WITH LOCAL PROCEDURES, IF APPLICABLE, OF ACTUAL APPROVAL THRESHOLDS!

Per Far Part 6, except for FAR 6.302-7, the justification for other than full and open


competition shall be approved in writing --


     (1) For a proposed contract not exceeding $500,000, the CO's certification


     required by 6.303-2(a)(12) will serve as approval unless a higher approving level is


     established in agency procedures.


     (2) For a proposed contract over $500,000 but not exceeding $10,000,000, by the


     competition advocate for the procuring activity designated pursuant to 6.501 or an official


     described in paragraph 6.304(a)(3) or 6.304(a)(4) of this section (not delegable).


     (3) For a proposed contract over $10,000,000 but not exceeding $75,000,000, by the


     head of the procuring activity, or a designee who --


          (i) If a member of the armed forces, is a general or flag officer; or


          (ii) If a civilian, is serving in a position in grade GS 16 or above under the General


          Schedule (or in a comparable or higher position under another schedule).


(4) For a proposed contract over $75,000,000, by the senior procurement executive (SPE) of the agency designated pursuant to the OFPP Act (41 U.S.C. 414(3)) in accordance with


     agency procedures. This authority is not delegable except in the case of the Under Secretary


     of Defense for Acquisition, Technology, and Logistics, acting as the senior procurement


     executive for the Department of Defense.


Per AFFARS 5306.304, the Program Executive Officer (PEO) is the J&A approval authority for J&As over $10M but not exceeding $75M.  If a PEO or head of a procuring activity does not meet the criteria of FAR 6.304(a)(3), the J&A approval authority for J&As over $10M but not exceeding $75M is the Principle Deputy Assistant Secretary of the Air Force for Acquisition and Management (PDASAF(A&M))


Creating a Coordination and Approval Cover Page for The J&A.


A justification requiring SPE approval should contain a coordination and approval cover page that includes the typed names, titles, telephone numbers, and signatures of the officials cited below.  


(1)  The CO;


(2)  The program manager or other individual responsible for the requirement if there is no program manager;


(3)  The local competition advocate; 


(4)  As applicable, the PEO or HCA.


(5)  The SPE 


                                                               PART 4


AUTHORITIES FOR USING OTHER THAN FULL AND OPEN COMPETITION


The requirements for documentation and approval vary depending upon the authority that applies.  The following paragraphs describe conditions when each authority may be appropriate, key issues to address, and documentation requirements.  Justifications for other than full and open competition that contain proprietary information or data should be marked "For Official Use Only" (FOUO).


10 USC 2304(c)(1)

ONLY ONE RESPONSIBLE SOURCE (OR LIMITED NUMBER)


Guidance regarding use of this authority is at FAR 6.302-1.  It applies when either the required supplies or services are available from only one responsible source, or, for DoD, when one or a limited number of responsible sources can satisfy agency requirements.  A J&A must be approved prior to commencing negotiations when proceeding under this authority.


When Appropriate:

This authority is appropriate when impediments to full and open competition are known to exist, even though there may be more than one potential source. It is normally used for follow-on acquisitions when only specified sources are capable of performing the effort due to their involvement in earlier phases or contracts. The key to distinguishing a limited competition from a full and open competition is the type of information provided in or with the solicitation. If the offerors must possess additional information from previous efforts under the program in order to perform the proposed contract and the government is unable to provide this information, the competition is not full and open. This does not mean that the information must be so detailed that even Joe’s Garage could build a radar system. Potential competitors must have appropriate financial and technical resources (or the ability to obtain them) and the technical experience and organizational controls needed to accomplish the work within the required or proposed delivery schedule. The use of this exception may be appropriate under the following conditions:


1.  A unique and innovative unsolicited research proposal is received that does not resemble the substance of a pending competitive acquisition (see FAR 6.302-l(a)(2)(i), FAR 15.6 and DFARS 206.302-l(a)(2)(i.).


2.  A follow-on contract is planned for the continued development or production of a major system or highly specialized equipment, when award to any other source would result in substantial duplication of costs (which could not be recovered through competition) or unacceptable delays in fulfilling the agency requirements (see FAR 6.302-l(a)(2)(ii)).

3.  A follow‑on contract is planned for the continued provision of highly specialized services, when award to any other source would result in substantial duplication of costs or unacceptable delays (see FAR 6.302-l(a)(2)(iii)).


4.  The existence of limited rights in data, patent rights, copyrights, secret processes, the control of basic raw materials, or similar circumstances, make the supplies or services available from only one source (see FAR 6.302-l(b)(2)).


5.  When acquiring utility services, circumstances dictate that only one supplier can furnish the service (see FAR 6.302-l(b)(3)).

6.  The equipment has been designated as standard under the DoD Standardization Program and only one source is available (see FAR 6.302-l(b)(4)).

7.  There is other reasonable basis to conclude that the government’s minimum needs can only be satisfied by unique supplies or services available from only one or a limited number of suppliers with unique capabilities (see FAR 6.302-l(b)(l)).


8.  An acquisition that uses a brand name description or other purchase description to specify a particular brand name, product, or feature of a product, peculiar to one manufacturer. However use of brand name or equal descriptions or other purchase descriptions that permit offerors to propose products other than the specific brand name product do not require J&As (FAR 6.302-1(c)).

Key Points for the Justification:


The single most important part of any justification citing this authority is the market research, (see FAR Part 10). Only by a thorough review of the marketplace including commercial items and nondevelopmental items can our assumptions regarding the specified source’s unique capabilities be validated.  The justification, or an attachment to the justification, must identify all sources that expressed an interest in the requirement, and provide details regarding the evaluation of capabilities of potential sources.


If the justification is based on “substantial duplication of costs” or “unacceptable delays”, the justification must quantify the costs in terms of either time or money and provide the basis for these estimates.


If the justification is based upon the absence of required data or the existence of limited rights in data, the justification must thoroughly document the actions taken to obtain missing data or to validate, challenge or otherwise remove this impediment. The mere existence of such rights or circumstances does not in and of itself justify use of this authority.  If rights are limited by patents or copyright, authorization and consent procedures may be used under 28 USC 1498 to permit offerors to circumvent such restrictions (see FAR Part 27).  If limited rights in technical data apply, the government may negotiate purchase of unlimited rights, royalty provisions, government purpose license rights, or other arrangement to overcome this impediment. NOTE: In accordance with DFARS 227.4, specifically 227.400, DoD activities shall use the guidance in DFARS 227.71 and 227.72 instead of the guidance in FAR Subpart 27.4.


Lastly, the justification must thoroughly describe the unique capabilities or qualifications of the designated source or sources that form the basis for the justification.


10 USC 2304(c)(2)

UNUSUAL AND COMPELLING URGENCY


Guidance regarding use of this authority is at FAR 6.302-2 and supplements thereto. It applies when the need for supplies or services is of such an unusual and compelling urgency that the government would be seriously injured unless the number of sources solicited is limited to those specified. As with exception 1, this limited competition is not necessarily the same as “sole source”. The CO is obligated to request offers from as many potential sources as practical under the circumstances. When citing this authority, the J&A may be prepared and approved after contract award or issuance of an undefinitized contract action when preparation and approval prior to award would unreasonably delay the acquisition. (FAR 6.302‑2(c)).

When Applicable:

Although this authority is more common in operational and logistics contracting, there are occasions when it may be appropriate for the types of efforts handled by product centers.


For instance, this authority was used to provide rapid deployment of developmental systems to support Operation Desert Shield/Desert Storm. The authority has also been used to extend existing critical service contracts when the award of a follow‑on contract has been delayed by conditions that could not have been foreseen, such as protests prior to award. The authority may apply whenever unusual urgency precludes full and open competition and delay of the award would result in serious injury, financial or other, to the government. This authority is typically used with emergency expedited contracting procedures such as undefinitized contract actions (e.g., unpriced orders and letter contracts ‑ see FAR 16.6 and DFARS 217.74). Typically, these requirements are also granted exceptions from the requirement to publicize the anticipated contract action per FAR 5.202. For replenishment spares, it applies only to the minimum quantity needed to preclude harm to the government. The following situations are specifically cited in the DFARS 206.302‑2(b), but are not intended to be all-inclusive:


1. Supplies, services, or construction needed at once because of fire, flood, explosion, or other disaster


2. Essential equipment or repair needed at once to-- 


          a. Comply with orders for a ship; 


          b. Perform the operational mission of an aircraft; or 


          c. Preclude impairment of launch capabilities or mission performance of missiles or missile support equipment


3. Construction needed at once to preserve a structure or its contents from damage 


4. Purchase requests citing an issue priority designator under DoDD 4410.6, Uniform Material Movement and Issue Priority System, of 4 or higher, or citing “Electronic Warfare QRC Priority”


Key Points for the Justification:


The most critical aspect of these justifications is quantifying the nature of the serious injury. If any delay will place financial obligations on the government, these costs must be estimated and the basis of the estimate explained in the justification. If potential personnel injuries or loss of life are possible, describe the conditions that create this condition and why no actions other than the planned acquisition could avert these conditions. If the defensive posture of the United States would be seriously jeopardized, explain the impaired defensive capability.


The justification must explain the extent to which competition is limited (one source or multiple sources) and show that competition was obtained to the maximum extent possible given the conditions described in the justification. If the conditions surrounding the acquisition are similar to those cited under exception 1 (i.e., only one responsible source), be sure to detail these competition impediments in the justification to provide additional support for the limitation of competition.


10 USC 2304(c)(3)

INDUSTRIAL MOBILIZATION; OR ENGINEERING, DEVELOPMENTAL, OR RESEARCH CAPABILITY


Guidance regarding use of this authority is at FAR 6.302-3. It applies when it is necessary to award the contract to a particular source or sources in order to (i) maintain a facility, producer, manufacturer, or other supplier in case of national emergency or to achieve industrial mobilization or (ii) to establish or maintain an essential engineering, research or development capability provided by an educational or non‑profit institution or federally funded research and development center. When citing this authority, the J&A must be approved prior to commencing negotiations.


When Applicable:

This authority has been used to authorize non-competitive renewal of contracts with Federally Funded Research and Development Centers (FFRDCs). Its use with development or production contracts would be unusual and would require some form of national emergency such as war or high level direction relating to industrial mobilization or protection of a valuable defense industry. FAR 6.302-3(b) lists the following specific situations where the use of this authority may be appropriate:


1. Keep vital facilities or suppliers in business or make them available in the event of a national emergency; 


2. Train a selected supplier in the furnishing of critical supplies or services; prevent the loss of a supplier's ability and employees' skills; or maintain active engineering, research, or development work; 


3. Maintain properly balanced sources of supply for meeting the requirements of acquisition programs in the interest of industrial mobilization (when the quantity required is substantially larger than the quantity that must be awarded in order to meet the objectives of this authority, that portion not required to meet such objectives will be acquired by providing for full and open competition, as appropriate, under this part); 


4. Limit competition for current acquisition of selected supplies or services approved for production planning under the Department of Defense Industrial Preparedness Program to planned producers with whom industrial preparedness agreements for those items exist, or limit award to offerors who agree to enter into industrial preparedness agreements; 


5. Create or maintain the required domestic capability for production of critical supplies by limiting competition to items manufactured in the United States or the United States and Canada; 


6. Continue in production, contractors that are manufacturing critical items, when there would otherwise be a break in production; or 


7. Divide current production requirements among two or more contractors to provide for an adequate industrial mobilization base. 


Key Points for the Justification:

The most important part of justifications citing this authority is demonstrating the need to maintain the capability possessed by the identified source(s). Some form of market survey may be critical in demonstrating the uniqueness of this capability. In the case of a FFDRC, however, that uniqueness is normally inherent in the source’s designation as an FFRDC. If it is inappropriate to pursue actions to foster future competition, be sure to explain why no actions are planned or underway.


10 USC 2304(c)(4)

INTERNATIONAL AGREEMENT


Guidance regarding use of this authority is at FAR 6.302-4.  It applies when competition is precluded by the terms of an international agreement or a treaty between the United States and a foreign government or international organization, or the written direction of a foreign government reimbursing DoD for the costs of the acquisition. When citing this authority within DoD, an International Agreement Competitive Restrictions (IACR) document is prepared rather than a J&A (see DFARS 206.302-4) and is approved by the contracting officer (see AFFARS 5306.302-4).  If circumstances other than international agreement require use of other than full and open competition when acquiring goods and services for foreign governments, this authority is inappropriate and a J&A must be processed under the applicable authority.


When Appropriate:


Whenever we are purchasing supplies or services under an international agreement for non-U.S. customers, this authority may be appropriate. This authority may be used in circumstances such as:


1.  When the acquisition is to be reimbursed by a foreign country (e.g., Foreign Military Sales) and that country has specified in written direction, such as a Letter of Offer and Acceptance, that the supplies or services be acquired from a particular firm.


2.  When the planned contract is for supplies to be used, or services to be performed, in the sovereign territory of another country and the terms of a treaty or agreement specify or limit the sources to be solicited.


Key Points for the IACR:


A copy of the pertinent parts of that documentation that has the effect of restricting competition by the requirements activity must be attached to the IACR.  Note that FAR 5.202(a)(3) permits an exception to the requirement to publicize the proposed contract action when competition is limited by the terms of an international agreement.


10 USC 2304(c)(5)

AUTHORIZED OR REQUIRED BY STATUTE


Guidance regarding use of this authority is at FAR 6.302-5.  It applies when statute expressly authorizes or requires the acquisition to be made through another agency or from a specified source. It may also be used when brand name commercial items are purchased for authorized resale (e.g., Commissary sales, etc.). When citing this authority, a justification is required and must be approved prior to commencing negotiations.  However a J&A is not required under the following conditions:


1.  When contracts will be awarded under 41 USC 46-48c (FAR 8.7), Qualified Non-Profit Agencies for the Blind or other Severely Handicapped.


2.  When contracts will be awarded under 15 USC 637 (FAR 19.8), sole source awards under the 8(a) Program.


3.  When acquiring brand name commercial items for authorized resale at a commissary or similar facility.


4. When awarding contracts under any other statute that expressly requires the procurement to be made from a specified source.


When Applicable:

10 USC 2361 as implemented by DFARS 206.302-5(c) specifically precludes use of this authority for awards to colleges or universities for the performance of research and development, or the construction of any research or other facility unless certain conditions are met. If your acquisition involves this type of statutory direction, you should refer to the DFARS and consult the Staff Judge Advocate.


The authority of 10 USC 2304(c)(5) may be used to justify other than full and open competition when the statute authorizes, or requires the procurement to be made from a specified source or sources. FAR 6.302‑5(b) specifically cites the following situations where use of this authority may be appropriate and a J&A is required:


1.  Contracts to be awarded pursuant to 18 USC 4124 (FAR 8.6), Federal Prison Industries (UNICOR).


2.  Contracts for government Printing and Binding under 44 USC 501‑504, and 1121 (FAR 8.8).


10 USC 2304(c)(6)

NATIONAL SECURITY


Guidance regarding use of this authority is at FAR 6.302-6. Use of this authority may be appropriate for certain highly sensitive classified programs. It applies when disclosure of the government’s needs would compromise national security and it is necessary to limit the number of sources who are solicited. When citing this authority, the J&A must be approved prior to commencing negotiations.


When Applicable:


This authority may be used when disclosure of the government’s needs would violate security requirements. It should not be used simply because the acquisition is classified or merely because access to classified material will be necessary to submit a proposal or perform the contract. The distinction is the fact that the disclosure of the basic need or overall requirement itself would compromise national security.


Key Points for the Justification:


Documentation for this type of program is typically limited to the minimum essential information to establish validity of the justification. In this case, the J&A would be a classified document. Special handling procedures exist for processing such documentation to the approval authority. Only parties with a “need to know” and the proper level of security clearance should be permitted access to the documentation. Such acquisitions would also be exempt from synopsis under FAR 5.202(a)(1).


10 USC 2304(c)(7)

PUBLIC INTEREST


Guidance regarding use of this authority is at FAR 6.302-7.  Use of this authority is extremely rare.  It applies when the Secretary of Defense, secretaries determines that the use of full and open competition is not in the public interest for the particular acquisition concerned. This authority may only be used when the Secretary of Defense, Secretaries of the Services, or head of any executive agency makes a written determination and findings (reference FAR Subpart 1.7) and Congress is notified in writing of this determination not less than 30 days prior to award of the contract.  The contracting officer must prepare a justification to support the secretarial determination and may not release the solicitation until the determination has been approved.


When applicable:


This authority may only be used when none of the other authorities is appropriate.  The determination may not be made on a class basis.


Key Points for the Justification:


Describe the reasons full and open competition is not in the public interest and why no other authority is appropriate for use.


                                                                  PART 5


                                                     J&A PROCEDURES

 (SPECIAL NOTE: PART 5 WAS TAKEN FROM THE NEWLY-DEVELOPED AIR FORCE GUIDE ON J&As)


Procedures for J&As requiring approval by the SPE.


The CO should submit justifications requiring approval by the SPE to SAF/AQCK.  Allow 30 days for staffing and SPE approval after receipt by SAF/AQCK.  As applicable, the PEO, MAJCOM Director of Contracting, or HCA-designated official may authorize solicitation release after the justification is reviewed for adequacy and forwarded to SAF/AQCK.

Procedures for J&A changes.


The following procedures are applicable to J&A changes that require Assistant Secretary of the Air Force (Acquisition) (ASAF (A)) or Principal Deputy to the Assistant Secretary of the Air Force (Acquisition)PDASAF (A&M) approval. The CO should submit such changes to SAF/AQCK for processing. These procedures should also be used, as applicable, for J&As not requiring ASAF(A) or PDASAF (A&M) processing.


(a)  Before approval.  During its review, SAF/AQCK or any Secretariat office may recommend changes to the J&A.  The CO may accomplish these changes or any other changes by submitting change pages to SAF/AQCK for inclusion in the final document. Unless otherwise established by MAJCOM procedures, recoordination below the Secretariat level is not required for these changes.


(b)  After approval.

(1)  Regardless of dollar value, if a proposed change is for new effort outside the scope of the original J&A, the contracting officer should submit a new J&A as a stand-alone document to the appropriate approving authority.  New work should not commence until the new J&A is approved.


(2)  Before contract award, if the dollar value is expected to exceed the original J&A approval authority, the contracting officer should submit an amended J&A to the appropriate approving official and obtain approval.  Clearly identify the dollar increase from the approved J&A.


(3)
 After contract award, if the dollar value of an in-scope change exceeds the original J&A approval authority or increases the approved J&A dollar value by 50 percent or more, the contracting officer should submit an amended J&A to the appropriate approving official.  Clearly identify changes from the approved J&A.


(4)  A new or amended J&A is not required for:


(i) a decrease in the dollar value or scope of the effort;


(ii) an increase in the estimated dollar value of the in-scope effort except for an increase as described in (2) or (3) above.


 (c)  Scope.


(1)  For Indefinte Delivery Indefinite Quantity (IDIQ) supply contracts , use the dollar value of the total estimated orders as the estimated J&A dollar value.  Quantities in excess of the maximum require an amendment or new J&A as appropriate. (See (b) above.)


(2)  The test of whether a particular action is within the scope or outside the scope of the contract action and the J&A should consider the following:


(i)  For hardware/supplies contract actions, the J&A item quantity provides one boundary to scope. The description of the effort, the SOW, and identification of what is to be priced provides another boundary to scope.  For example, when acquiring new aircraft, it is not unusual to also acquire data, support equipment, training, and price these items during initial negotiations.  However, additional quantities, spares, and major upgrades are generally outside the scope of the initial contract action.


(ii)  For service contract actions, the J&A period of performance or required hours provides one boundary to scope.  If the number of hours is unknown, a dollar estimate in the form of a “not-to-exceed” should be used to define the scope of the action.  The description of the effort, the SOW, and the effort to be priced and negotiated provides a second boundary to the scope.  For example, task orders within the SOW using the correct labor categories at agreed rates normally are considered to be  in-scope and no additional J&A approval is necessary. Generally, extensions beyond the period of performance would be an out of scope action.


(iii)  When contracts have a mix of hardware deliverables and service functions such as Interim Contracting Support (ICS) and logistics support, the contracting officer must periodically compare the contract to the approved J&A to make sure all actions are covered by the authority of the J&A.  In making scope determinations, the considerations in (i) should be applied to the hardware portion of the contract and the considerations in (ii) should be applied to the services function.


(iv) Caution is advised to avoid associating the scope of the program with the scope of the J&A.  Contracts may contain CLINs that have been set aside for future negotiations, some of which may be covered by the approved J&A and some may require a stand-alone J&A before they can be incorporated into the contract.  Simply because a CLIN or SOW paragraph exists may not be determinative of whether an action is in-scope or out of scope.  In addition, general references to the overall scope of a program in various acquisition planning documents should not be automatically associated with the instant contract action.  


(3) Below are some examples of program/J&A changes and actions required:


(i) A J&A estimated and approved at $8 million results in a contract award of $9.5 million, but the scope of original J&A (quantity and/or effort) is unchanged.  No new or amended J&A is required.


(ii)  A J&A initially estimated and approved at $8 million, however the resulting contract is  for $11 million and the scope has not changed.  Prior to award, an amended J&A must be submitted to the appropriate approving official.  (The approving official authority was breached.).


(iii)  The J&A, for a cost-type contract, cites an estimate of $7 million.  The contracting officer issues a modification to increase the obligated funds to $9 million with no change in the scope of the contract.  No action required.


(iv)  The J&A for a cost-type contract, cites an estimate of $7 million.  The contracting officer previously increased the obligated contract amount to $9.5 million.  The contracting officer plans two actions, one for $3 million with no change in scope and another action six months in the future for $5 million, which will add new work.  The contracting officer must submit an amended J&A to the appropriate approval official for the $3 million action before obligating additional funds because the previous approving official’s authority has been breached.  However, for the $5 million new effort, a stand-alone J&A is appropriate because it is outside the scope of the original J&A and does not involve an approval threshold.


(v)  A contract was awarded for $8 million (the amount of approved J&A).  The contracting officer anticipates issuing a change to add work outside the scope of the contract for $4 million.  A new J&A must be submitted by the contracting officer to the appropriate approving official.


(vi)  The J&A was estimated and approved for $55 million.  A contract was issued for this amount but two years after award, the contracting officer expects to issue a change raising the contract amount to $90 million, and there has been no change in scope.  The contracting officer should  submit an amended J&A and explain the 50 percent increase in value.


Procedures for Class J&As.


(a)  Class justifications and International Agreement Competitive Restrictions (IACR) documents may be used in certain circumstances.  For example, they may be used when citing similar justification authority  for a group of related contract actions for the same or related supplies or services.  Each class J&A or IACR must clearly establish for each contract:


(1)  The supplies and services that may be acquired;


(2)  Contractor(s) and contract type;


(3)  The estimated contract value; and


(4)  The time period for award and contract performance (including options).


NOTE:  Information that is the same for multiple contracts need not be restated for each.


(b)  Describe each contract action to be approved under a class J&A or IACR as precisely as possible.  For replenishment spares, a definite list of stock numbers or part numbers must be included or identified.  Additional items cannot be acquired unless an amendment to the J&A or IACR is approved.  If the NSN/part number changes due to an ECP, modification, etc., during the effective period of the J&A, a new J&A is not required since these are not new items.  The contracting office must maintain a list of all approved items under the J&A or IACR.  No parts should be included for which a planned competitive strategy will exist during the term of the J&A or IACR.  The J&A should discuss potential for future competition for spare parts included in the list.


(c)  When contracts under a class J&A or IACR will be based on demand-generated requirements (e.g., indefinite-quantity, requirements contracts and level-of-effort contracts), use the best estimates of supplies and services to be ordered.  However, the J&A or IACR must state the maximum quantity that may be acquired.


(d)  All contract actions within a class should fall within the same statutory authority.  Where a different authority is needed for a contract action, a separate J&A should be prepared.


Part 6


ACRONYMS & DEFINITIONS


ACRONYMS


AFFARS:
Air Force Federal Acquisition Regulation Supplement


AFMCFARS: 
Air Force Materiel Command Federal Acquisition Regulation Supplement


ASAF(A): 
Assistant Secretary of the Air Force (Acquisition)


CICA: 

Competition In Contracting Act


CLINs 

Contract Line Item Numbers


CO: 

Contracting Officer


D&F: 

Determination & Findings


DFARS:
Defense Federal Acquisition Regulation Supplement


DOD: 

Department of Defense


ECP:

Engineering Change Proposal


FAR:

Federal Acquisition Regulation


FOUO:
For Official Use Only


GPE:

Government wide Point of Entry (now using FedBizOpps)


HCA:

Head of the Contracting Activity


IACR:

International Agreement Competitive Restrictions


ICS:

Interim Contractor Support


ID/IQ:

Indefinite Delivery/Indefinite Quantity


J&A:

Justification & Approval


MAJCOM
Major Command


NSN:

National Stock Number


NTE:

Not to Exceed


OTF&OC:
Other than full and open competition


PEO:

Program Executive Officer


PMD:

Program Management Directive


SCCO:

Senior Center Contracting Official


SOW

Statement of Work


SPE:

Senior Procurement Executive


S&T

Science and Technology


DEFINITIONS


Competition:  When used in relation to the award of a contract, competition includes both “full and open competition” and other types of competition between a limited number of sources. A justification and approval is normally required when only a limited number of responsible sources are permitted to compete for contract award.


Competition Advocate:  An individual designated by the head of each agency to serve as an advocate for competition for the agency and each procuring activity in accordance with Section 20 of the Office of Federal Procurement Policy Act. The job of the competition advocate is to promote “full and open competition” and challenge barriers to such competition.

Class Justification & Approval:  A J&A providing authority for a class (or group) of contracting actions for the same or related supplies or services that require essentially identical justifications.  The contracting officer must make a written determination that an individual contract action may be awarded within the scope of a class J&A before such actions are awarded (FAR 6.303-1(c)). 

Full & Open Competition:  When used with respect to contract actions, means that all “responsible” sources are permitted to compete (FAR 6.1).  Small business set-asides, 8(a) competitions, and so forth are considered full and open competition (FAR Subpart 6.2). 


International Agreement:   An agreement between the United States and a foreign government or international organization.  An international agreement may be a treaty, Letter of Offer and Acceptance, Memorandum of Agreement, etc.


International Agreement Competitive Restrictions (IACR):  A document that may be prepared pursuant to DFARS 206.302-4(c) which authorizes the use of other than full and open competition under the authority of 10 USC 2304(c)(4).


Individual Justification & Approval:  A J&A that applies to an individual contractual action (as opposed to a class or group of actions).


Justification & Approval (J&A):  The document used most frequently to approve the use of other than full & open competition.  The J&A includes a 13-part justification and a signature page.  


Market Research-  Approach used before acquiring goods and services to determine if sources exist to meet the agency’s requirements or whether or not commercial items or nondevelopment items either exist or can be modified to meet the agency’s needs.


Other Contracting:  Those efforts taken to support acquisition programs, maintain and repair fielded weapon systems, and support Air Force operations. The term includes, but is not limited to, contracts for local purchase and other operational support; replenishment spares; programmed depot maintenance; weapon system modifications which do not involve significant development; contractor logistics support; manpower and support; and science and technology (i.e., research, exploratory development or advanced development, and not intended for a system specific application (6.1, 6.2, or 6.3A funds)). This term does not include those efforts or acquisitions that have been assigned to AFPEO/CM. (reference AFFARS 5302.101).

Other Than Full & Open Competition (OTF&OC):  Any sole source or limited competition contract action that does not provide an opportunity for all responsible sources to submit proposals.


Responsible:  When used in reference to making award to a prospective contractor (i.e., the offeror selected for award), a “responsible” contractor must:  (a) have adequate financial resources, or the ability to obtain them; (b) be able to comply with the required or proposed delivery/performance schedule; (c) have a satisfactory performance record; (d) have a satisfactory record of integrity and business ethics; (e) have the necessary organization, experience, accounting and operational controls, and technical skills, or the ability to obtain them; (f) have the necessary production, construction, technical equipment and facilities, or the ability to obtain them; and (g) be otherwise qualified and eligible to receive an award under the applicable laws in regulations. In short, a responsible contractor is one who is capable of performing the contract and who has a satisfactory record of past performance and integrity (reference FAR 9.104‑1). In the context of “full and open competition”, the government is generally prohibited from predetermining the responsibility of prospective offerors and thereby limiting competition to a pre‑selected group.


Senior Procurement Executive (SPE):  The senior individual in an agency responsible for acquisition. In the Air Force, the SPE is the Assistant Secretary of the Air Force for Acquisition (ASAF(A)). 


Sole Source:  A contract action that is entered into, or proposed to be entered into, after soliciting and negotiating with only one source.  Sole source and limited types of competition are both considered to be “other than full and open competition” under 10 USC 2304.


Sources Sought Synopsis:  A notice published in the FedBizOpps for the purposes of identifying sources capable of satisfying the government’s requirements.  Although the notice includes “screening criteria”, the criteria are not used to “qualify” potential sources or to exclude potential competitors.  The purpose of screening respondents is to allow the government to assess the potential competitive base, to determine whether a J&A is required, or whether various set‑asides are appropriate.


PART 7  


J&A TEMPLATE


The format below is a suggested cover page and template for J&As.  For Science and Technology (S&T) acquisitions, there is a different format, see the AFMC Acquisition Plan Guide at:


https://www.afmc-mil.wpafb.af.mil/HQ-AFMC/PK/pkopr1.htm#list10


		JUSTIFICATION FORMAT

Contracting Activity: _________________________


Purchase Request/Local Identification Number: __________________________________


Program Name (and Program Element, if applicable): _______________________________


Estimated Contract Cost (including options): $__________________


Type Program: ________________________ (PEO Program or Other Contracting (see AFFARS 5302.101 for definitions))

Authority: 10 U.S.C. 2304(c)(___),  as implemented by FAR 6.302-___ 


Type J&A:  ____________________(Class or Individual) [

Contracting Officer:
_____________________________
_______________
_____________



(Name)
(Office Symbol)
Date Signed



DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX


Program Manager:
_____________________________
_______________
_____________



(Name)
(Office Symbol)
Date Signed



DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX


Local Legal 


Reviewer:
_____________________________
_______________
_____________



(Name)
(Office Symbol)
Date Signed



DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX


Buying Office


Contracting Official:
_____________________________
_______________
_____________



(Name)
(Office Symbol)
Date Signed



DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX


Competition 


Advocate:
_____________________________
_______________
_____________



(Name)
(Office Symbol)
Date Signed



DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX


Senior Center


Contracting Official:
_____________________________
_______________
_____________



(Name)
(Office Symbol)
Date Signed



DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX


PEO/SCCO
_____________________________
_______________
_____________



(Name)
(Office Symbol)
Date Signed



DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX






		JUSTIFICATION FOR OTHER THAN


FULL AND OPEN COMPETITION


I.
Contracting Organization

Fully identify the contracting organization responsible for the proposed contracting action. Specifically identify as a “Justification for Other Than Full and Open Competition.”  Identify purchase request number, if applicable.

II.
Description of Action

State whether the action will be awarded as a new contract or by modification to an existing contract (identify contract number) and identify the type contract planned (e.g., firm-fixed-price, cost-plus-incentive-fee, etc.).  If exception 2 is cited (unusual or compelling urgency), state date of UCA/contract/modification issuance and amount. 


For class J&A situations where the number of contracts in the class can be identified:  (1) Provide brief general description of actions.  (2) Identify the document as a class J&A.  (3) Identify the supplies and services that are being acquired.  (4) For each contract in the class identify the contractor; estimated value; type contract and rationale for contract length; and estimated award date.  Where the same information applies to more than one contract within the class, it need only be stated one time (Air Force J&A Guide). 

III.  Description of Supplies/Services

Specifically describe the supplies and/or services to be acquired including the estimated value and quantity of each item.


If approval for more than one fiscal year requirement is needed, give the rationale for this request. Generally, the scope of these actions is limited to current requirements only, so that actions may be taken to facilitate competition for out‑year requirements. In some cases, there are no feasible actions that could develop future competition, and it is reasonable to seek approval for more than one fiscal year’s requirements.


Provide a detailed description of the acquisition history. Explain how the requirement fits into the larger overall program, if applicable.


For J&As based on demand generated requirements (such as indefinite quantity contracts), include the best-estimated quantity (BEQ) or contract maximums of supplies and services.

IV.
Authority

10 USC 2304(c)(__), as implemented by FAR 6.302-__ (FAR 6.303-2(a)(4)).

Note:  For class J&As, all contracts within the class should fall within the same statutory authority.  Where a different authority must be used for any contract action, a separate J&A should be prepared. 


V.
Applicability of Authority

Provide, in narrative form, a fully supported demonstration that the proposed contractor’s qualifications or the nature of the acquisition supports the use of the authority cited. The discussion should clearly relate to the conditions described by the FAR for the particular authority. This paragraph is normally the most detailed part of the justification as the essence of the justification is presented here.  For acquisitions that include both supplies and services, separately justify the use of the authority for the services and supplies. 



		When FAR exception 6.302-2 is used, the specific extent and nature of the harm to the government must be clearly stated in the J&A.  Merely citing a United States Air Force (USAF) precedence rating and/or Force Activity Designator (FAD) rating or Program Management Directive (PMD)/Program Action Directive (PAD) guidance is not in itself sufficient reason to use a FAR exception 6.302-2 J&A.


VI.
Efforts to Obtain Competition

Describe all efforts taken (or to be to be taken) to ensure that offers are solicited from as many potential sources as practicable under the circumstances.  The following issues should be addressed in this paragraph:


Sources Sought Synopsis.  If a sources sought synopsis was issued, include a copy of the notice and the screening criteria used. Describe in this paragraph, or in an attachment, the results of the screening process, to include the rationale for determining the unacceptability of any synopsis respondents.  This is particularly important when citing the authority of 


10 USC 2304(c)(1), “Only one (or a limited number of) responsible source(s)”, since it is this survey of the market place that confirms our assumptions regarding the capability of industry to meet our needs. The sources sought synopsis may be less important when other authorities are cited, and it is rarely used when citing 10 USC 2304(c)(2), “Unusual and Compelling Urgency”.


Synopses of Proposed Contract Actions.  Describe either the plans to publish a synopsis or the results of a synopsis (FAR Subpart 5.2).   If the proposed action was not or will not be synopsized, cite the specific authority for not doing so (per FAR 5.202) and the rationale for the synopsis exception.


Other Actions.   In this paragraph, discuss any other actions taken or planned to facilitate competition.  The discussion should include actions tried or considered even if the actions were unsuccessful. If the efforts were unsuccessful, so state and describe why.


Qualifying Country Sources.  If qualifying country sources have expressed interest, but are to be excluded, provide supporting rationale.


VII.
Fair and Reasonable Costs

Include a statement by the contracting officer that the anticipated cost will be considered  fair and reasonable and provide the basis for this determination.  The steps that will be taken to ensure the final contract price will be fair and reasonable are also described here. Describe the extent of cost or price analysis anticipated including the requirements for certified cost or pricing data, technical evaluations, and audits (FAR 6.303-2(a)(7). 


VIII.
Market Research

Discuss any market research conducted pursuant to FAR Part 10 and describe results.  Market research is any effort undertaken to determine if sources capable of satisfying the agency’s  requirements exist and to determine if commercial items or nondevelopmental items are either available or can be modified so that they will satisfy the agency’s needs.  Market research should be focused not only on identifying alternate sources, but also on alternate equipment or substitutes that might fill the government needs with only minor modification.  Regardless of the approach used, the results should provide a high level of confidence that no other qualified sources exist. If no market research was conducted, so state and provide the rationale



		Generally some form of market research should be conducted, but it is most critical when citing the authority of 6.302‑l, Only one (or a limited number of) responsible source(s). When other authorities are relied upon, the market research might be limited to an examination of the acquisition history and experience with the marketplace under previous acquisitions for the same or similar items. When using the authority of FAR 6.302‑5, Authorized or Required by Statute, a market survey may be inappropriate given the conditions supporting the authority.


If the market research effort was described in paragraph VI, Efforts to Obtain Competition do not repeat the same information here; merely refer to the previous discussion.  


IX.
Other Facts 

Provide any other facts supporting the use of OTF&OC, including an explanation of why technical data packages, specifications, engineering descriptions, statements of work, statements of objectives, or purchase descriptions suitable for F&OC have not been developed, are not being developed, are not being used, or are not available.  Describe actions taken or planned to remedy this situation, including a discussion of claims of proprietary data by the contractor) and FAR 6.303-2(a)(9)(i).


When FAR 6.302-1(a)(2)(ii) is cited for follow-on acquisitions as the basis for the justification, include an estimate of the cost that would be duplicated and the basis and derivation of the estimate, or provide details on why a delay would be unacceptable (FAR 6.303-2(a)(9)(ii)).


When FAR 6.302-2 is cited, provide data, estimated cost, or rationale as to the nature and extent of the harm to the government.  Only the minimum required quantity qualifies for -2 coverage,  use of this authority is not an automatic exemption from synopsis (FAR 6.303-2(a)(9)(iii)).  Cite the anticipated entry for Block C3 of the DD Form 350 (Extent of Competition).


For class J&As, do not repeat rationale contained in other paragraphs.  This explanation must be consistent with and supportive of the duration of contracts to be approved under the J&A and the information contained in Section XI below.

X.
Interested Sources

List the sources that have expressed written interest in the acquisition. Provide the results on status of any synopses. If contractors have expressed interest but will not be considered a potential source, explain why they cannot perform or are not expected to submit an offer. Do not repeat information that is already provided in another paragraph, merely make reference to it (FAR 6.303-2(a)(10)).

XI.
Steps to Foster Competition

Describe any actions taken or to be taken to foster competition for future acquisitions of the supplies or services being acquired. Also describe potential actions that could be undertaken to remove the barriers to competition that have been identified in the justification


FAR 6.303-2(a)(11).  Consider including a milestone schedule for accomplishing these actions.  If no actions are planned, so state and provide reasons.  If approval is sought for more than one year, explain why a sole source effort is required for the planned time duration.


Address efforts to ensure competition for future spare parts and maintenance in support of systems or equipment covered by the justification, even when these acquisitions will be accomplished by other organizations. Include a discussion on available breakout data.  

XII.
Contracting Officer’s Certification

The contracting officer’s signature on the Justification Review Document evidences that he/she has determined this document to be both accurate and complete to the best of his/her knowledge and belief (FAR 6.303-2(a)(12)). 






		XIII.
Technical/Requirements Personnel’s Certification

As evidenced by their signatures on the J&A signature page, the technical and/or requirements personnel have certified that any supporting data contained herein which is their responsibility is both accurate and complete (FAR 6.303-2(b)).

NOTES:  


1.  A not-to-exceed (NTE) option should  be treated as a new procurement and supported by a separate J&A or covered by a J&A supporting the basic buy and NTE (AFFARS 5317.207)

2.  The IACR document will be substantially the same as shown below.  






		





INTERNATIONAL AGREEMENT COMPETITIVE RESTRICTIONS

I.   ORGANIZATION:  AFMC Contracting Activity (include base name and zip code)


     PCO's Name/Office Symbol/Phone Number (DSN)


     PR Number (If desired)


II.  DESCRIPTION OF REQUIREMENT:


  -  Narrative description to include estimated cost.


III.  NATURE/DESCRIPTION OF THE ACTION:


  -  Include contract type, period of performance, cost and schedule, and rationale.


IV.  STATUTORY AUTHORITY: 10 USC 2304(c)(4) as implemented by FAR 6.302-4, International Agreement.


V.  APPLICABILITY OF AUTHORITY:  


  -  Include statement that the cited exception is applicable because (LOA #, treaty, agreement, etc.) dated ..... directed that the requirement be obtained from ...  NOTE:  Provide a copy of the page(s) of the agreement, treaty, or written directions that has the effect of restricting competition by the requirements activity and attach them to the IACR.


VI.  PREPARER, CO & TECHNICAL/REQUIREMENTS PERSONNEL CERTIFICATION:


  -  The preparer and CO's signature evidences that he/she has determined the IACR to be both accurate and complete to the best of his/her knowledge and belief.  The CO also approves the IACR.  The Program Manager's / requirements personnel's signature evidences that any supporting data contained in the IACR, which is his/her responsibility, is both accurate and complete.                       
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POD Rental


POD Rental
Lease vs. Buy


Pod Storage Unit 

TASK:  Rent Pod Storage Units

OBJECTIVE:  Evaluate CCO’s ability to recognize and fulfill requirements to rent storage units.  


SITUATION:  A Tornado has caused severe destruction in nearby Oklahoma city. The CCO has been deployed to assist the city get back on its feet. One of the first requirements is to rent 100 ea storage units to store food, tools, supplies and equipment to accomplish the mission. The CCO is approached by the Finance Officer/Paying Agent urging him to quickly grab a book of SF44’s and get down to the POD rental store and rent the 100 units before they are gone. This is an urgent situation and will be detrimental to the mission is these units are not rented ASAP.


The POD Store currently has 100 each of 3 different sized storage units. 20ft, 30ft, and 40ft units. If the CCO does not ask the answer to the question as to the size, the customer may not be reachable due to communication lines being down. Factors to consider would be the size of the container meeting the need of the customer while having the storage space to house the larger units. 


PROPS: AF Form 9, POD Store quotation, J&As, Lease Vs Buy

ROLE PLAYERS:  POD Store Contractor, Finance Paying Agent, and Customer


SUGGESTED OUTCOMES:

· Did the CCO inform the Finance Officer SF44’s could only be used for over the counter purchases which does not include storage unit rental?

· Did the CCO receive a certified form 9 before completing the acquisition?

· Did the CCO time efficiently ask the details of the requirement?


· Did the CCO determine the price to be fair and reasonable and/or document the file as to urgent and compelling circumstances IAW FAR 6.302-2, 6.303 and 6.304?


· Did the CCO complete a lease vs. buy justification and determine the leasing method more appropriate/price advantageous than purchasing the units?


· Did the CCO write a purchase order and consider writing a lease with the option to purchase contract by including clause 52.207-5?


· Did the CCO successfully complete the acquisition?

		REQUEST FOR PURCHASE

		  NO.


D1CCFA8767912






		  INSTALLATION

 Oklahoma City, OK

		  DATE





		  TO:  CONTRACTING OFFICER

Deployed CCO

		  CLASS





		  THROUGH:

     Finance

		  CONTRACT, PURCHASE ORDER


  OR DELIVERY ORDER NO.



		  FROM:  (Insert RC/CC, If applicable)

     City Hall

		



		IT IS REQUESTED THAT THE SUPPLIES AND SERVICES ENUMERATED BELOW AND IN THE ATTACHED LIST, BE



		  PURCHASED FOR

 The City

		  FOR DELIVERY TO

 123 Green Street Parking lot

		  NOT LATER THAN

ASAP



		ITEM

		DESCRIPTION OF MATERIAL OR SERVICES TO BE PURCHASED

		QUANTITY

		UNIT

		ESTIMATED UNIT PRICE

		ESTIMATED


TOTAL COST



		001




		1 MONTH RENTAL OF STORAGE UNITS 


SUGGESTED SOURCE:


POD STORAGE


987 Main St.


876-5309


ASSUME:  EVERYTHING IS 100% CORRECT AND CERTIFIED.



		100




		EA




		$200




		$200,000.00






		TOTAL

		$200,000.00



		PURPOSE

		RENT 100 STORAGE UNITS



		  DATE  




		  TYPED NAME AND GRADE OF REQUESTING OFFICIAL

		  SIGNATURE





		            Today

		I. M. SERVO, Lt. COL, USAF

		  TELEPHONE


xxx-xxx-1234



		  DATE


Today

		  TYPED NAME AND GRADE OF APPROVING OFFICIAL

B.A SCHMOOZER, COL, USAF




		  SIGNATURE



		

		

		  TELEPHONE


xxx-xxx-4321



		I certify that the supplies and services listed above and in the attached list are properly chargeable to the following allotments, the available balances of which are sufficient to cover the cost thereof, and the funds have been committed.



		  ACCOUNTING CLASSIFICATION


           1111111  222 33AA 444444 5555 0000 66666B 777777



		  AMOUNT

$200,000.00






		  DATE




		  TYPED NAME AND GRADE OF CERTIFYING OFFICIAL

N.O. MONNEY, MSgt , USAF

		  SIGNATURE


Nathan  O. Monney





POD STORE QUOTATION


987 Main Store


                                                                                                                                            DATE


1. The POD Store is happy to provide the following quotation for the Contracting Officer helping our great city.


		Container Size

		Rental Price/Per Month

		Purchase Price per Unit

		Delivery Cost/Per Unit



		20 ft

		$100

		$2,000

		$25



		30 ft

		$125

		$3,000

		$35



		40ft

		$150

		$4,000

		$45





2. This quotation will be good for two (2) days from today’s date. The storage containers are currently available and we can deliver 5 storage units at a time beginning after the lease agreement is signed. If you have any questions or concerns please let me know.


                                                                    //SIGNED//                                                   


                                                                               Don “POD MAN” Combs


                                                                       POD Store Manager            


31 Oct 05


MEMORANDUM FOR 


FROM


SUBJECT:  Buy vs Lease Considerations


REFERENCES: (a)  FAR 7.4



(b)  DFARS 207.4


1. Many times the lifecycle cost of leasing equipment costs more than purchasing the equipment outright.  However, there are cases where leasing or renting equipment may be more advantageous to the Government.  Before deciding whether to lease or buy equipment, units should consider the following:


a. Estimated length of the period the equipment is to be used and the extent of use within that period.


b. Financial and operating advantages of alternative types and makes of equipment.


c. Cumulative rental payments for the estimated period of use.


d. Net purchase price.


e. Transportation and installation costs.


f. Maintenance and other service costs.


g. Potential obsolescence of the equipment because of imminent technological improvements.


h. Availability of purchase options.


i. Potential for use of the equipment by other agencies after its use by the acquiring agency is ended.


j. Trade-in or salvage value.


k. Imputed interest.


l. Availability of a servicing capability, especially for highly complex equipment; e.g., can the equipment be serviced by the Government or other sources if it is purchased?


2. In cases where a proposed lease exceeds 60 days, the requesting unit must prepare a justification to the contracting squadron that addresses the above before the contracting officer will continue with a decision to lease.


3.  Our office will be happy to answer any questions when determining whether a lease or purchase represents a better value.  Please contact us at 586-3050 for further assistance.









Chief of Contracting



