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Mission/Goal

The mission of the contracting office supporting you is to organize, plan, and execute the acquisition and administration of supply and service contracts to support the war fighter.  Contracts include purchases for everything from products like electronics, tools, hotels, renovations to buildings, and food services to nuts and bolts.  Our goal is to deliver the best-valued supplies and services to you in a timely manner.

Planning

As a contracting customer, one of your key responsibilities is the timely and proper planning of your requirements.  Since you are already in a deployment situation, the amount of preparation you can accomplish is limited.  It is important to think about what your section will or might need at this deployed location as the mission here is sustained.  These needs should be communicated to the Contingency Contracting Officer (CCO).

The Contracting Process

Purchase Request Documents

The basic and most important document required by contracting is a purchase request (AF Form 9).  Without a properly prepared purchase request, it is impossible to make an authorized purchase.  The deployed commander or his/her designee must approve all purchase requests, and have funds certified through the Accounting and Finance Office.

Preparation and Submission of Purchase Requests (AF Form 9)

Requests for services and supply items (those items for which the Base Supply is not the accountable) are processed through the use of an AF Form 9.  You need to ensure proper coordination is obtained prior to submission to Contracting along with providing adequate purchase descriptions and any other required documentation.
Lines of Approval

The first step in any requirement is to determine which activity is the Office of Primary Responsibility (OPR) for your need and see if that office has a mechanism to support your requirement.  For example, if you need a vehicle, contact the transportation OPR to see if they can fill your need.  If not, prepare the appropriate documentation for contracting to rent/buy the requirement locally.

The approving authority for all local purchase requests under $10,000 is the Group Commander.  The approving authority for all local purchase requests over $10,000 is the Wing Commander.

Obligation of Government Funds

When spending public funds, DOD must substantiate its requirements and strictly control its contracting function.  Officially appointed individuals who have express written authority to bind the U.S. government to a contractual agreement accomplish this control.  The Contracting Officer is the only agent who represents the government in this capacity.  This unique personal responsibility means supervisors, commanders, and others having administrative control over Contracting Officers must avoid directing Contracting Officers to take action which might violate contracting regulations.

Purchase Descriptions/Statements of Work

This is the most important area for the customer.  Investing the time to provide contracting with an adequate purchase description can ensure that we fulfill your needs in a timely manner.  You as the functional area representative may be asked to develop a statement of work or specification for a contract.  Statements of work are written to describe what you need done, not how to do it.  Samples are available through the Contracting Office and at the Defense Acquisition Deskbook web site (http://web1.deskbook.osd.mil/default.asp).  The following information is presented to assist you in developing an appropriate description of your requirement.

Purchase Descriptions

Purchase descriptions serve two purposes.  They allow the buyer to determine what to buy and where, as well as allow the vendor to quote properly and deliver the correct item.  Adequate item descriptions ensure you get what you need at the best value possible.  Item descriptions, specifications, and technical requirements should always be clear and concise.  Describe your requirement in sufficient detail to leave no room for doubt.  Ambiguous descriptions delay contracting action and can lead to the purchase of the wrong product or service.  Correcting discrepancies is time consuming and expensive, it wastes your valuable time and the CCOs.

Item descriptions set forth the essential physical and functional characteristics of the supplies or services required.  The minimum requirements of the government should be expressed in the description.  However, do not confuse minimum requirements with minimum descriptive data.  Include as much information as possible to describe exactly what you need.  The principal features of a purchase description may be determined by answering such questions as:

(1) What is it?

(2) What is it made of (paper, wood, plastic, etc.)?

(3) What are its principal descriptive characteristics (size, color, shape, etc.)?

(4) What does it do?

Preparing a Purchase Description
A generic purchase description is written in simple language, such as you would use in your own private purchases.  Brand names are prohibited without separate written justification.  A generic description is the most desired, in that it clearly identifies what is required, yet provides for the maximum competition among available sources.  The purchase description should clearly describe the essential physical and functional characteristics of the item required.  It should include as many of the following characteristics as necessary to express the minimum requirements of the government:

Kind of material

Electrical data, if any

Dimensions

Restrictive or significant environmental conditions

If part of an assembly, the location within the assembly

Essential operating conditions

Special features, if any

Operation to be performed

Equipment with which the item is to be used

If, however, you cannot write an adequate purchase description, a less desirable alternative exists by identifying a specific product followed by the words "brand name or equal."

Overly Restrictive Characteristics

A description that is too strict can be just as undesirable as the opposite extreme.  Whenever possible, a description should allow tolerance.  For example, if an item is required to be painted, the color should allow for variances unless only one color is acceptable.  Likewise, tolerances should be allowed with other characteristics such as weight, size, etc.

Inadequate Specifications/Descriptions
Inadequate descriptions are normally returned to the originator for clarification.  Specifically, the challenge is to determine the minimum needs of the government and then write an item description that contains only those salient physical, functional, and other characteristics that are essential to meet those needs.  Restrictive descriptions can sometimes lead to protests on the part of the contractors and further complicate and delay the acquisition of the supplies or services.  Poor descriptions contribute to misunderstanding between the government and the contractors and may lead to inferior products or unnecessarily high prices or both.  One common problem is abbreviations--keep them to a minimum and only use them when they are universally understood and are not otherwise confusing.  Careful screening of purchase request item description by approving authorities will preclude delays in procurement action.

Documentation Accompanying Purchase Requests

For construction projects, the contracting officer will need a complete cost breakdown, including support for liquidated damages, and drawings/specifications.  Drawings and specifications are required to be submitted to Contracting for review prior to finalizing.  Additionally, a schedule of material submittals, and government furnished property schedule should be provided.

For services requests, the contracting officer will need a complete statement of work (SOW) and name of the customer's Quality Assurance Personnel (QAP) nomination who will be providing technical support.  The SOW should include a detailed, performance-oriented description of what is expected of the contractor to meet the government needs, not how it should be accomplished.

For brand name/sole source requirements, the using activity must furnish a detailed, written justification in official letter format, signed by the technical personnel and Officer‑in‑Charge of the activity for which the item is being requested.  If the item is $200,000 or greater, a noncompetitive acquisition analysis must be done by the requester.

Unauthorized Commitments and Ratifications

Occasionally, Contracting Officers receive requests to issue contracts to cover commitments that unauthorized individuals make to expedite a job or which, in the opinion of the individual, was an emergency purchase.  Contracting Officers do not have this authority.  Ratification (or approval after the action has taken place authority is found in the Federal Acquisition Regulation (FAR) Part 1 and its supplements.  When unauthorized commitments occur, the individual will submit a statement of all pertinent facts to his/her commander.  Commanders must forward to the Contracting Officer the statement of facts, a description of any disciplinary action taken or why none was considered necessary, and the steps being taken to prevent recurrence.  If non‑USAF personnel commit unauthorized acts, their ratification actions will be processed through the departmental headquarters.  Transactions cannot be ratified if they could not have been made by a properly authorized Contracting Officer (i.e., illegal contracts).  After the facts are determined, the Staff Judge Advocate will evaluate them and determine if all documents are legally sufficient.  If he/she recommends ratification and the ratifying official approves, the unauthorized contractual commitment will be put on contract and paid after the price is determined to be fair and reasonable.  The seriousness of acting without proper authority cannot be overemphasized.  Don't do it.  Let the Contracting Officer help you.

The contracting office is responsible for contacts with all firms wanting to sell goods and services to the installation.  To protect the interests of the Air Force and prevent unauthorized commitments:


(1) If you are not a contracting officer, make sure the vendor or business representative knows you cannot make the purchase.


(2) Do not give advance contracting information to any contractor.  Those conducting project planning may ask about pricing, but will not obtain written quotations.  Planners must make it clear to vendors that they are not authorized to purchase materials and that the information being sought is for planning purposes only.


(3) Personnel without contractual authority will not make statements regarding contractual matters that may be construed as a commitment by the Government.

NAF Contracts

Purchases made with Non Appropriated Funds (NAF) should be made by closely following AFMAN 64‑302, as procedures for these purchases are not always the same as those for purchases using appropriated funds.  The regulation points out mandatory FAR clauses and outlines other clauses that must be inserted in these purchases.  The sale of goods and services by Non Appropriated Funds Instrumentalities (NAFIs) to appropriated fund government activities is outside the scope of NAFI functions.  However, certain circumstances justify the purchase of supplies or services by appropriated fund activities from NAFIs.  In these instances, a sole‑source justification is required.  If you have any questions about purchases for NAF items, contact the CCO.

Contracting Instruments

CCOs have numerous options when making purchases and awarding contracts.  The next section will outline some of the contracting instruments available for use during your deployment.  Knowing the contract or agreement type may help you tailor your requirements.

Expedited Contracting Procedures in Contingency Operations.

For most critical steps in the contracting process, the FAR, DFARS, and AFFARS provide flexibility to permit expedited contracting actions to satisfy urgent and compelling requirements.  However, such circumstances do not provide blanket waivers of regulatory requirements, nor do they eliminate the need to maintain required controls and documentation.  Examples of existing authorities to expedite contracting actions include:


(1) Limiting sources in solicitations for sealed bids or proposals when unusual and compelling urgency precludes full and open competition (see FAR 6.302-2)


(2) Exceptions for issuing synopses of proposed contract actions when this would delay award and injure the government (see FAR 5.202)


(3) Awarding letter contracts and other forms of undefinitized contract actions (UCAs) to expedite start of work (see DFARS Subpart 217.74)


(4) Using oral solicitations (see FAR 13.106, and FAR 15.206 (f))


(5) Awarding contracts for emergency requirements before resolving a protest (see FAR 33.104)


(6) Waiving bid guarantees (see FAR 28.101-1) and pre-performance conferences (see FAR 36.304)


(7) For contracts awarded and performed, or purchases made outside the U.S. in support of military contingency, humanitarian, or peacekeeping operations, the simplified acquisition threshold is increased to $200,000 allowing use of simplified acquisition procedures (see FAR 2.101)

Standard Form 44 - Purchase Order Invoice Voucher

This is a pocket size purchase order form designed primarily for on the spot, over the counter purchases of supplies and non-personal services.  The same form is used as a purchase order, receiving report, invoice, and public voucher.  Since the SF 44 contains no written terms and conditions, its use is authorized only when no other small purchasing method is considered more economical or efficient and all of the conditions listed below are met:


(1) The supplies or services are immediately available


(2) One delivery and one payment is to be made


(3) The purchase is not in excess of the contingency small purchase threshold as declared by the Secretary of Defense.  The current dollar threshold for contingencies is $200,000 for contracting officers.

The buyer is responsible for ensuring that funds are available, that the form is properly processed, and that only authorized items are purchased.  Care should be exercised to maintain physical control and accountability of the forms.

Purchase Order for Supplies or Services

Purchase orders are typically written using a DD Form 1449.  They are self-contained, one-time contracts that typically result in one delivery and one payment.  DD Forms 1155/1449 (Purchase Order) is authorized for purchases not to exceed the simplified acquisition threshold or for the procurement of commercial items or services.

Commercial items are defined as any item, other than real property, that is of a type customarily used for nongovernmental purposes.  If an item has been sold, leased, or licensed to the general public has been made available to the general public, and that the general public can acquire the item by at least three different methods, the item qualifies as a commercial item.

Commercial services are services of a type offered and sold competitively in substantial quantities in the commercial marketplace based on established market prices for specific tasks performed under standard commercial terms and conditions.  This does not include services that are sold based on hourly rates without an established catalog or market price for a specific service performed.  Services that are unrelated to commercial item hardware and software can be commercial items if they are offered and sold to the general public at a price that is generally accepted as a standard by the industry for specific tasks that are performed under normal commercial terms and conditions.

Delivery orders

These are orders for supplies or services placed against an established contract.  There are three types of indefinite delivery contracts: definite quantity, requirements, and indefinite quantity.  Requirements contracts require us to buy all the required supplies or services from only the company on contract whenever we buy them.  The other two types give us a standing vehicle to place quick orders against but do not prohibit us from seeking the items elsewhere.

Blanket Purchase Agreements

A blanket purchase agreement (BPA) is a simplified method of filling anticipated repetitive needs for supplies or services by establishing "charge accounts" with qualified vendors.  BPAs are established to reduce administrative costs for accomplishing simplified purchased by eliminating the need to issue individual purchase documents.  Individual purchases under a BPA cannot exceed the dollar limitation for simplified acquisitions, currently $100,000 ($200,000 in contingencies), or the amount stated in the BPA, whichever is less.  The existence of a BPA does not justify purchasing for only one source or splitting requirements to stay under the delegated purchasing authority.

To establish a BPA letter should include the name and address of the suggested vendors with whom you wish to establish BPAs.  It will also include the estimated monthly ordering amount to be purchased, the call limitation per order (not to exceed $200,000 in a contingency) and a list of personnel authorized to place calls against the BPAs.  The list will contain the name, rank and duty title of each individual.  You must also include a list of items you wish to purchase under the BPA.  The contractor will submit a firm-fixed price list to the contracting officer for approval for a fixed period of time.  The approved price lists will be distributed to the requesting organization.  Prior to using the BPA, a funding document AF form 9 or AF Form 616 must be established with the accounting and finance office.
Government Purchase Card (GPC) Credit Card Program

A government credit card is a method of paying for the purchase of supplies and services within the small purchase limitation.  All purchases that are paid for using government credit cards are subject to all applicable provisions of Air Force Federal Acquisition Regulation Supplement (AFFARS) Part 13 and must be authorized and documented accordingly.  Government credit cards may not be readily accepted in many OCONUS locations.  Only authorized CCOs may use the GPC at this location.  If you have a GPC from your home station, DO NOT use it to procure items/services.  All requirements should be directed to the Contracting Office.

Contract Administration/Quality Assurance

The contracting process does not end with the award of a contract, purchase order, or delivery order.  All the effort spent in planning, describing, and funding your equipment could potentially go for naught without effective administration of the resultant contractual instrument.  The role of contract administration is to complete the cycle and assure the customer’s needs are satisfied.  Several facets of this final step need mentioning.

Small Purchase Follow‑Up

Because you are in a deployed situation you do not have the benefit of interconnected computer information systems.  Therefore, follow‑up will only be done in "exceptional" cases; i.e., when the customer requests it.  If you didn't get what you wanted or you the item has not been delivered, contact the CCO with all relevant information.  If you submitted your requirement on an AF Form 9 you should have a copy of the purchase order or delivery order.  Have as much information available as possible.  Be prepared to give the order number or Form 9 number and the item.  If the delivery date has passed, you received the wrong item, part of an item, or a broken/damaged item, call us.  Be prepared to describe what you received versus what the order said.  The best method is not to sign for it in the first place.  Sometimes, however, the discrepancy is not immediately apparent.  In any event, call us as soon as practical (in fact, even when the delivery truck is still there if you can), and we will assist you.  Written follow‑up is essential because it helps keep the facts straight when dealing with the vendor.  Never deal with the vendor directly in resolving a discrepancy.

Contracts with Full Administration

The term "full administration" means that from the day the contract is written, it is assigned to an CCO to follow its progress until completion and payment.  The CCO is your contact point and your contract expert.  The CCO’s role is to assure smooth performance and completion of your contract and act as the conduit between you and the contractor.  Express your concerns or questions as they occur.  Waiting too long before identifying a problem could have adverse affects on the rights of the government and could possibly jeopardize contract performance.

Non-Personal Services Contract Administration

Services usually have no “end product.”  The contractor is given a task to complete without direct government supervision.  Virtually all contracts and orders of this nature have a person designated to receive services.  If you are it, you have a big responsibility.  Millions of dollars are spent each year on these contracts.  As a representative of the contracting officer, it is your responsibility to ensure the contractor has provided at least the minimum contract requirements. Any perceived deviations from the statement of work should be brought to the attention of the contracting officer by telephone and in writing.  Do not attempt to interpret the statement of work for the contractor and do not direct changes or accept substitute performance.  Contact the contracting officer.  More than one person has cost the government (or themselves) money by making seemingly nonchalant remarks asking the contractor to act outside the scope of the contract.
Quality Assurance Program

Essentially, the program is a formally organized way of observing the contractor's performance and assuring quality.  As a Quality Assurance Personnel (QAP), you are the "eyes and ears of the contracting officer.  You will report regularly on your observations and the contracting officer will rely on your reporting to deal with substandard performance.  The role of the QAP is not controlling quality.  The contractor is paid to do that with a supervisory structure and a quality control plan.  The QAP samples performance, identifies trends, and reports to the contracting officer.

You will be well briefed by the contracting officer on the formal format for reporting problems.  Among the reports will be a Certificate of Service (COS).  This document is your certification services have been performed to the extent you indicate.  The contracting officer relies on it to pay the contractor or deduct for services not performed.

As a QAP, you, more than any other person, are frequently in contact with the contractor and the contractor's employees.  As such, you possess “apparent authority” to represent the government to the contractor.  The fact is, however, a QAP has only that authority which is delegated by the contracting officer.  Study your authority carefully; discuss it with the contracting officer, if necessary, but don't exceed it.  Resist the temptation to interpret the PWS or direct a contractor based solely on your familiarity with the contract; work as a team with your contracting officer.
Construction Contract Administration

We do relatively little construction contracting in deployed situations.  However, it is not out of the realm of possibility you may have to assist in some construction effort.  Most of these contracts have a pre‑construction conference, and work is not started until a notice to proceed is issued.  This conference gives the government one more opportunity to inform the contractor of his obligations, discuss safety and fire precautions, and generally, get everyone organized for the start of work.  The user, building occupant, is usually invited to these conferences.  This conference is not a place to decide how the work really should be done (that is all in the contract), but a time to review the terms, conditions, and specifications to ensure everyone knows what is happening.  The contracting officer chairs the meeting.

Each contract, regardless of value, has a designated inspector.  The inspector 's authority, unless otherwise expanded, i.e. similar to that of a QAP‑‑observe and report.  The inspector has no authority to interpret the specifications for the contractor, effect changes, or direct the contractor's employees; neither does the building occupant. 

Only the contracting officer has the authority to make changes in government contracting.  The best way to protect yourself and the government is to take no action, overt or covert, which would convey or imply an interpretation of the contract term, conditional, or specifications or give the impression a change may be necessary.  Such innocuous action as suggesting a personal preference or implying a higher authority has a different idea (“The Colonel doesn’t like green”) could potentially subject the government to a claim based on the theory of a constructive change.  It may not be a valid claim, but it may take a bit of energy and research to resolve it.  Avoid this circumstance, and communicate with the contracting officer.  An important item to remember is the government has an obligation to pay all reasonable costs that result from changes.  That is why the contracting officer must do the directing and do it in a manner allowed by the contract.

Receipt and Payment

You as the customer will bear ultimate responsibility for assuring the contractor gets paid for the goods or services he provides.  The CCO will write the order, but once the item is delivered or service is performed, you must sign a receiving report acknowledging receipt and authorizing payment.  Finance will not pay without a signature acknowledging the government received the goods or services.  The majority of items are centrally received at the Supply warehouse.  There you will be asked to sign for the items you received, and the receiving report will be forwarded to Contracting and Finance.

Practices in Foreign Environment

Contingency contracting in foreign environments requires special sensitivity to the customs and conditions of the local area.  CCOs and customers must take care to understand cultural differences and not mistakenly destroy a relationship through a seemingly harmless gesture.  For example, in Saudi Arabia it is customary when entering a local vendors shop to drink tea with them before conducting business.  If you are a CCO or have been given decentralized authority this could be quite difficult if you have multiple stops to make with few "rest stops in between."  Nonetheless, refusing a gesture could be taken offensively and sabotage future dealings.  Likewise in the same country showing the soles of your feet to a local national is an offensive gesture.  When you sit down in a CONUS location you probably cross your legs in a fashion that displays the soles of your feet, a seemingly harmless gesture.  Ask for input from your CCO on things such as this.  In most cases the OSI or other liaison function will be able to brief you on customs and courtesies.

Personnel should be conscious of the fact that many business cultures expect kickbacks, finder's fees, exchange of gifts, or other gratuities that are illegal for U.S. personnel to provide or accept. Vigilance is necessary to ensure you do not violate standards of conduct.

Language/Conversions

Remember in most cases you are "Not in Kansas anymore Toto!"  In fact sometimes it may seem like OZ, but with a little thought anything is manageable.  Interpreters may be necessary to communicate.  Also English phrases and local language should be said with caution to avoid misinterpretation.  And of course, remember to use appropriate measures and equivalents in your requirements.  Not only is it helpful to know monetary exchange rate, but metric conversions.

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 the Staff Judge Advocate along with your suspicions.  Play it safe and be safe!  Whenever you are in doubt, call contracting or consult the legal office.

Definitions

Acquisition: The process that provides the materiel and services required to accomplish the mission. It is an integral part of the overall theater logistics plan and operational system that includes requirements generation flow, contract/purchase, inspection, acceptance and user receipt of delivery.

Agent: Any authorized government official empowered to act for the government.

Change Order: Unilateral directive issued by the contracting officer directing a modification to a contract

Contingency: A situation involving the deployment of military forces in response to natural disasters, terrorist or subversive activities, collapse of law and order, political instability, or military operations.  Due to the uncertainty of the situation, contingencies require plans, rapid response and special procedures to ensure the safety and readiness of personnel, installations and equipment.

Contingency Contracting: The provision of those essential supplies and services needed to sustain the mission.  It includes emergency contracting in the continental United States (CONUS) or outside the continental United States (OCONUS) for those actions necessary for the mobilization and deployment of units.

Contract: A mutually binding legal relationship obligating the seller to furnish the supplies or services (including construction) and the buyer to pay for them.

Contracting: Federal Acquisition Regulation (FAR) 2.101 defines contracting as purchasing, renting, leasing or otherwise obtaining supplies or services from nonfederal sources.  Contracting functions include preparation of descriptions (but not determinations) of supplies and services required, selection and solicitation of sources, preparation and award of contracts, and all phases of contract administration.  It does not include making grants or cooperative agreements.

Contingency Contracting Officer: An official with the authority to enter into, administer and/or terminate contracts and make related determinations and findings on behalf of the U.S. government.  A contracting officer is appointed in writing through a warrant (SF 1402).

Delivery Order: An order for supplies or services placed against an existing contract, or with the government sources of supply, e.g., GSA Schedule Contracts, DOD Requirements Contracts.

DOD FAR Supplement (DFARS) and Air Force FAR Supplement (AFFARS): Supplements which implement the FAR and establish uniform policies and procedures relating to contracting of commodities, services and construction for the Department of Defense and Air Force.

Federal Acquisition Regulation (FAR): Directive that applies to all Federal contracting agencies, not just the Air Force, and is based on Federal statutes.

Formal Contract: Bilateral agreement, containing numerous terms and conditions, for negotiated purchases.  The entire formal contracting procedure is a lengthy process involving a relatively long lead-time (approximately 75 to 135 days).

Host Nation Support (HNS): Agreements are normally negotiated through the U.S. State Department to provide HNS for deployed forces.  Support items under these agreements may include: billeting, food, water, fuel, transportation, and utilities.

Inspection: The examination (testing) of supplies and services to determine if they conform to contract requirements.

Logistics Civil Augmentation Program (LOGCAP): LOGCAP plans for the use of civilian contractors during contingencies or in wartime to augment the logistics support of selected forces.

Negotiation: Making purchases and contracts using either competitive or other than competitive proposals and discussions, e.g., 8(a) contracting, without using sealed bidding procedures. This should not be construed to mean without competition.  Negotiation simply allows for further discussion and revision of offers after receipt of proposals.

Ordering Officer: An individual appointed by the chief of the contracting office (AFARS 1.603190) to purchase goods or services paid by a specific, limited fund.  Neither property book officers nor class A agents may be ordering officers.

Request for Proposal (RFP): A solicitation used in negotiating an acquisition.

Purchase Order: A simplified ordering instrument less complex than a formal contract and used for simple acquisitions.

Purchase Request: AF Form 9 or other authorized form prepared as the initial request or any contracting action by the activity authorized to request direct contracting support for the purchase of supplies or services.

Quality Assurance Personnel (QAP): The authorized representative of the Contracting Officer for the technical surveillance functions of a contract.  The QAP is not authorized to direct the contractor to take any action which would affect the terms, conditions, provisions, or price of a contract.

Ratification: Ratification means the act of approving an unauthorized commitment by an official who has the authority to do so.

Simplified Acquisitions: Purchases of supplies and services of $100,000 ($200,000 in a contingency) or less.  Simplified solicitation and negotiation procedures are allowed which significantly reduce the lead-time and the administrative cost of preparing contracts.

Small Purchase: The acquisition of supplies and non-personal services through simplified purchase procedures.  Small purchases may not exceed a dollar threshold established by Congress.

Supplemental Agreement: Any contract modification that is accomplished by mutual agreement of the contractor and the contracting officer (bilateral agreement)

Termination: The act and procedure of canceling (terminating) an active contract for convenience of the government, for contractor default, or for breach of contract.

Unauthorized Commitment: Unauthorized commitment means an agreement that is not binding solely because the government representative who made it lacked the authority to enter into that agreement on behalf of the government

"‑6": Refers to a DD Form 1348‑6, Automated Purchase Request, from Base Supply, which provides contracting with the item description and AOX demand authority to spend funds locally. (AFR 67‑23, How to Complete a DD Form 1348‑6)

Purchase Request (Form 9) Instructions and Sample

Following is a sample of an AF Form 9, and some general instructions for its preparation

Block 1: Purchase Requisition Number. Leave blank.
Block 2: Installation.  Seeb North Air Base, Sultanate of Oman.

Block 3: Date.  Date AF Form 9 was prepared.

Block 4: To: Contracting Officer.  320 ELG/ECONS.

Block 5: Class.  Leave blank.

Block 6: Through.  Include the offices through which the PR passes for certification before arriving to contracting (Civil Engineering, Communications, etc.)

Block 7: From.  Customer’s organization, office symbol and telephone number of point of contact.  This information is vital.  Constant contact with the customer is essential to avoid delays.

Block 8: Contract, Purchase Order or Delivery Order Number.  No entry necessary, unless form applies to a current purchase order or contract.

Block 9: Purchased For.  Customer’s unit and office symbol.

Block 10: For Delivery To.  Seeb North, Oman.

Block 11: Not Later Than.  Enter the required delivery date.

Block 12: Item.  Four position Line item number, starting with 0001.

Block 13: Description of Material or Services to be Purchased.  Enter a valid stock number of up to 15 positions (if available), an item description or specification of the item being requested or the service to be performed, a suggested source with address, telephone number, and fax if possible.

Block 14: Quantity.  Enter the quantity desired of the specific line item. 

Block 15: Unit.  Enter two-position unit of issue code.

Block 16: Estimated Unit Price.  Enter a unit price estimate for each unit of the line item.  Base it on current market information or catalogs.  If this information is not available, enter your best estimate.  This should be in US Dollars, but adjust for local prices.

Block 17: Estimated Total Cost.  Enter the estimated total cost for each specific line item (Quantity X Estimated Unit Price).

Block 18: Total.  Enter the total cost of all line items included in the purchase request.

Block 19: Enter Demand Code, Supplementary address six-position account code of the receiving activity if different from the requestor cited in the PR number, the signal code and the fund code.  (See AFM 70-333)

Block 20: Purpose.  State the purpose of the acquisition (Operation Enduring Freedom).  

Block 21: State the Requesting Official Information with date, grade, telephone number and signature of the requesting official.

Block 22: State the Approving Official Information, to include date, name grade and signature of the person. (Group Commander for less than $10,000, Wing Commander for greater than $10,000)

Block 23: Funding Certification.  The accounting classification will be completed by Finance.

Block 24: Amount.  This will be completed by Finance.

Block 25: Funds Certification.  This will be completed by Finance.


AF FORM 9 MAR 77 (EF)



FOR OFFICIAL USE ONLY
	REQUEST FOR PURCHASE
	NO.

(1)

	INSTALLATION

(2) SEEB NORTH AIR BASE, SULTANATE OF OMAN
	DATE
(3) 3 Sep 02

	TO:  CONTRACTING OFFICER

(4) 320 ELG/ECONS
	CLASS

(5)

	THROUGH
(6) 320 ESS/ECS
	CONTRACT, PURCHASE

ORDER OR DELIVERY

ORDER NO.

	FROM:  (Insert RC/CC, if applicable)

(7) 320 ELG/ELRS
	(8)

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

	PURCHASED FOR

(9) 320 ELG/ELRS
	FOR DELIVERY TO

(10) SEEB NORTH, OMAN
	NOT LATER  THAN

(11) 20021030

	ITEM
	DESCRIPTION OF MATERIAL OR SERVICES TO BE PURCHASED
	QUANTITY
	UNIT
	ESTIMATED

UNIT PRICE
	ESTIMATED TOTAL COST

	(12)

0001
	(13)  PURCHASE THE FOLLOWING:

REFRIGERATOR: FROST FREE WITH ICE MAKER

SIZE: 21 CUBIC INCH 

COLOR: WHITE

 MFG:  WHIRLPOOL

MODEL NUMBER:  ABC123

SUGGESTED SOURCE:

JOSE'S APPLIANCE CENTER

123 MAIN STREET

ANYTOWN, USA 12345

PHONE NUMBER: (800) 555-1212  

CONTACT PERSON:  MR. MEDINA


	(14)

0001
	(15)

EA
	(16)

$1300.00
	(17)

$1300.00

	(19)  RESPONSIBILITY COST CENTER (RCC)

ELEMENT OF EXPENSE CODE (EEIC)
	TOTAL
	(18)

$1300.00

	PURPOSE

(20)  IN SUPPORT OF OPERATION ENDURING FREEDOM - SUSTAIN

	DATE


	TYPED NAME AND GRADE OF REQUESTING OFFICIAL


	SIGNATURE

(21)

	(21)
	(21)
	TELEPHONE NO.

5678

	DATE
3 JAN 97

(22)
	TYPED NAME AND GRADE OF APPROVING

OFFICER

GROUP COMMANDER


	SIGNATURE

(22)

	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

(23)
	AMOUNT

(24)

	DATE

(25)
	TYPED NAME AND GRADE OF CERTIFYING

OFFICER

(25)
	SIGNATURE

(25)




Unit of issue designations
	Supplies/Commodities

	AM
	Ampoule
	AT
	Assortment
	AY
	Assembly

	BA
	Ball
	BC
	Block
	BD
	Bundle

	BE
	Bale
	BF
	Board Feet
	BG
	Bag

	BK
	Book
	BL
	Barrel
	BO
	Bolt

	BR
	Bar
	BT
	Bottle
	BX
	Box

	CA
	Cartridge
	CC
	Cubic Centimeters
	CD
	Cubic Yard

	CE
	Cone
	CF
	Cubic Feet
	CK
	Cake

	CL
	Coil
	CM
	Centimeters
	CN
	Can

	CO
	Container
	CS
	Case
	CT
	Carton

	CY
	Cylinder
	CZ
	Cubic Meters
	DR
	Drum

	DZ
	Dozen
	EA
	Each
	EN
	Envelope

	FD
	Fold
	FT
	Feet
	GL
	Gallon

	GM
	Gram
	GP
	Group
	GR
	Gross

	HD
	Hundred
	HF
	Hundred Feet
	HK
	Hank

	IN
	Inch
	JR
	Jar
	KE
	Keg

	KG
	Kilograms
	KT
	Kit
	LB
	Pound

	LF
	Linear Feet
	LG
	Length
	Ll
	Liter

	LO
	Lot
	MC
	1000 Cubic Feet
	ME
	Meal

	MG
	Milligrams
	MM
	Millimeters
	MR
	Meters

	MX
	Thousand
	OT
	Outfit
	OZ
	Ounce

	PC
	Piece
	PD
	Pad
	PG
	Package

	PK
	Pack
	PL
	Pail
	PM
	Plate

	PN
	Panel
	PR
	Pair
	PT
	Pint

	PZ
	Packet
	QR
	Quire
	QT
	Quart

	RA
	Ration
	RL
	Reel
	RM
	Ream

	RO
	Roll
	RY
	Thousand Rounds
	SA
	Sack

	SC
	Square Centimeters
	SC
	Skid
	SE
	Set

	SF
	Square Feet
	SH
	Sheet
	SK
	Skein

	SL
	Spool
	SM
	Square Meters
	SO
	Shot

	SP
	Strip
	SU
	Subscription
	SV
	Sleeve

	SX
	Stick
	SY
	Square Yards
	TN
	Ton

	TO
	Troy Ounce
	TU
	Tube
	UN
	Unit

	VI
	Vial
	XX
	Ten
	YD
	Yards

	Services

	JB
	Job
	MO
	Month
	QR
	Quarter

	YR
	Year
	
	
	
	











Request approved by designated official





YES





NO























 





Is there a BPA or contract already in existence? 





Finance pays vendor





Customer requests status from Contracting





Contracting provides status to customer 





Contracting updates delivery schedule





YES





Stop





   NO





1





 





Purchase/Delivery Order, or Call to Contractor





Customer signs receiving report





Contractor Delivers Item(s) as specified? 





Form 9 to Contracting 





Customer consults appropriate OPR 





Customer prepares PR 
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