	
	BPA DECENTRALIZED CHECKLIST IAW FAR 13.303




	NOTE: Procedures may differ based on the controlling Agency or Command of the Area of Responsibility (AOR) you are supporting; therefore, contact the responsible Component LGC for command-specific procedures.



	ITEM AND DESCRIPTION
	[bookmark: Check1]Check |X|
(if completed)



	1.  Obtain BPA Request Letter, Persons/Positions Authorized to Place Calls Letter, and Call Limitation Letter from customer (note: may all be in one letter).

	|_|

	2.  Obtain a General Description of required items (for Commodity BPA), a Statement of Work (for a Services BPA), or Specifications (for a Construction BPA) from customer. 

	|_|

	3.  Contact vendor(s) about setting up a BPA with them.

	|_|

	4.  Obtain Price List from vendor(s), review Price List for price fair and reasonableness, and approve or disapprove Price List.
(a).  If Price List is disapproved, contact vendor and inform them of the disapproval.
(b).  If Price List is approved, mark the Price List with the following statement: “Approved.  This list supersedes all prior lists effective this date.”, and then sign/date Price List as the Contracting Officer.

	|_|

	5.  Construct BPA to include completing 
(a). SF 1449 or DD 1155; (b). Clauses; and (c). Terms and Conditions.

	|_|

	6.  Complete “Instruction for Using Prepriced BPA Letter” for customer.                   

	|_|

	7.  Complete “Congratulations and Instruction Letter” and “Prepriced BPA Persons/Positions Authorized to Place Calls Letter” for vendor

	|_|

	8.  Train all persons’ authorized to place calls against the subject BPA, document the training provided, and file the documentation in the BPA file.  

	|_|

	9.  Ensure customer has set-up bulk funding for BPA prior to its use. 

	|_|

	10.  Distribute BPA as follows:
a.  Original copy in  file folder.
b.  One copy to Finance.
c.  Once copy to Customer (along with copies of all applicable letters) 
d.  Once copy to Vendor (w/congratulations and authorized to place calls letters)  

	|_|

	11.  Obtain Monthly Call Registers by 5th day of the next month for the previous month’s calls from the customer (i.e. the Call Register for Sep is due by 5 Oct)
	|_|

	12.  Complete monthly summary reporting in accordance with agency procedures.

	|_|

	13.  Conduct Annual Review of BPAs on or around the anniversary date of when the BPAs were constructed.

	|_|



	Integrity   –   Service   –   Excellence



