DFARS Procedures, Guidance, and Information
PGI 204—Administrative Matters

(Revised February 26, 2016)
PGI 204.2—CONTRACT DISTRIBUTION
PGI 204.201 Procedures.
(1) The procuring contracting officer (PCO) retains the original signed contract for the
contract file. Administrative contracting officers and termination contracting officers provide
the original of each modification to the PCO for retention in the contract file. Unless
otherwise directed by department/agency procedures, the office issuing the orders maintains
the original of orders under basic ordering agreements and the original of
provisioning orders; and
(2) Ensure that distribution of contracts and modifications is consistent with security
directives.
(3) Use the following distribution procedures instead of those at FAR 4.201(b) through
(f):
(i) Contracts and modifications shall be distributed electronically (except as
provided at DFARS 204.270-1(a)) using the following methods:
(A) Indexed Portable Document Format files shall be sent via the Global
Exchange system (GEX) to the Electronic Document Access (EDA)
(http://eda.ogden.disa.mil) system to provide a human-readable copy of contract
documents.
(B) Electronic data files depicting the contract shall be sent in at least one
of the following formats via the GEX to EDA and to systems supporting specific offices
as set forth in paragraph (ii) below. (Note that the GEX can be used to translate from
the formats below to other formats. Organizations should send both formats in parallel
unless validation failures have been eliminated.)
(1) American National Standards Institute X.12 Electronic Data
Interchange standard transaction sets 850 and 860.
(2) Department of Defense Procurement Data Standard (PDS)
Extensible Markup Language (XML) format:
http://www.acq.osd.mil/dpap/pdi/eb/procurement_data_standard.html
(ii) After contract execution, provide an electronic data file copy of the contract and
modifications in either X.12 or PDS XML to the following:
(A) The contract administration office, if the contracting officer delegates
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contract administration to another office (see FAR subpart 42.2). The contracting officer also
should provide the contract administration office with a copy of the contract distribution list,
indicating those offices that should receive copies of modifications, and any changes to the
list as they occur.
(B) The payment office. Provide any modification that changes the payment
office to both the new and the old payment offices.
(C) Each accounting office whose funds are cited in the contract.
(D) Each consignee specified in the contract. A transshipping terminal is
not a consignee. The Defense Logistics Agency (DLA) is authorized to prescribe
alternate procedures for distribution of contract documents in DLA Europe and Africa.
(E) The military interdepartmental purchase request requiring activity in
the case of coordinated acquisition.
(F) The receiving activity, if the contract or modification provides initial or
amended shipping instructions under DFARS 204.1603(b)(2)(ii)(1)(ii) and (iii).
(iii) Provide electronic notice of award via EDA to the following:
(A)(1) The appropriate Defense Contract Audit Agency (DCAA) office, as
listed in DCAAP 5100.1, Directory of DCAA Offices, or as obtained through the DCAA
cognizant field audit office locator, both available via the Internet at http://www.dcaa.mil, if the
contract or modification is one of the following types:
(i) Cost-reimbursement.
(ii) Time-and-materials.
(iii) Labor-hour.
(iv) Fixed-price with provisions for redetermination, cost incentives,
economic price adjustment based on cost, or cost allowability.
(v) Any other contract that requires audit service.
(2) If there is a question as to the appropriate DCAA field audit office,
request the assistance of the DCAA financial liaison advisor or the nearest DCAA field audit
office.
(B) Those organizations required to perform contract administration
support functions (e.g., when manufacturing is performed at multiple sites, provide a
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copy to the contract administration office cognizant of each location).
(C) The cognizant administrative contracting officer when the contract is not
assigned for administration but contains a Cost Accounting Standards clause. Indicate that
the copy is provided “For Cost Accounting Standards Administration Only” (see FAR
30.601(b)); and
(D) The cognizant Defense Security Service office listed in DoD 5100.76-M,
Physical Security of Sensitive Conventional Arms, Ammunition, and Explosives, when the
clause at DFARS 252.223-7007, Safeguarding Sensitive Conventional Arms, Ammunition,
and Explosives, is included in the contract. An extract of the pertinent information can be
provided instead of the contract.
(iv) If electronic distribution is not available, provide one paper copy to each
location identified in paragraphs (3)(i) through (iii) of this section.
PGI 204.270 Electronic Document Access.
PGI 204.270-2 Procedures.
(a) Contracting officers shall maintain an account in Electronic Document Access
(EDA) to ensure their ability to—
(1) Validate and verify data and documents distributed to EDA, as necessary;
and
(2) Review and act upon contract deficiency reports.
(b) Agencies shall perform, upon deployment of any contract writing system or other
source of contractual documents to be posted to EDA, an analysis to verify adequate
controls are in place to ensure that contract documents including attachments, and
contract data posted to EDA are accurate representations of the contract. Analyses
performed shall include the following—
(1) For documents posted in document formats (e.g., Portable Document Format
(PDF)), verification that the electronic versions of contract documents posted to EDA
are accurate representations of the contract; however, the electronic version is not
required to display visual signatures; and
(2) For data sent to EDA in the data standards at PGI 204.201, review of the
data posted to EDA against the contract documents verified under PGI 204.270(b)(1) to
ensure the contract data rendered in EDA is an accurate representation of the
underlying contract. To facilitate this review process, all feeds of data to EDA in the
Procurement Data Standard are initially placed in a view only evaluation mode, where
the data is not available to other systems or outside users pending verification. Upon
completion of the review of data, contracting organizations shall notify the EDA program
office of the results of the review, with a list of the issuing offices of the contractual
actions, the identifier of the system sending the actions, the version or versions of the
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data standards to which the review applies, and the locations of the systems sending
the actions, directing one of the following decisions—
(i) Delete all data sent to date (in this case the system remains in
evaluation status pending further review);
(ii) Delete all data sent to date, and change all subsequent data from
'evaluation' to 'compliant' status; or
(iii) Retain all data sent to date, and change all subsequent data from
'evaluation' to 'compliant' status.
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PGI 204.16—UNIFORM PROCUREMENT INSTRUMENT IDENTIFIERS
PGI 204.1601 Policy.
(b) Transition of PIID numbering. Components are encouraged to transition to the
Procurement Instrument Identifier (PIID) numbering schema as soon as possible, but no
later than October 1, 2016.
(c)(i) A continued contract is issued solely for administrative reasons. When issuing a
continued contract, the contracting officer shall perform the following tasks:
(A) Obtain approval at a level above the contracting officer before issuance of
the continued contract.
(B) Assign a PIID to the continued contract that is different from the PIID
assigned to the predecessor contract, using the uniform PIID numbering system prescribed
in FAR 4.1603 and DFARS 204.1603. The predecessor contract will retain the PIID
originally assigned to it.
(C) Find a clear breaking point (e.g., between issuance of orders, exercise of
options, or establishment of a new line of accounting) to issue the continued contract.
(D) Clearly segregate contractual requirements for purposes of Government
inspection, acceptance, payment, and closeout. Supplies already delivered and services
already performed under the predecessor contract will remain under the predecessor
contract. This will allow the predecessor contract to be closed out when all inspection,
acceptance, payment, and other closeout issues associated with supplies delivered and
services performed under the predecessor contract are complete.
(E) Include in the continued contract all terms and conditions of the predecessor
contract that pertain to the supplies and services yet to be delivered or performed. At the
time it is issued, the continued contract may not in any way alter the prices or terms and
conditions established in the predecessor contract.
(F) Provide advance notice to the contractor before issuance of the continued
contract, to include the PIID and the effective date of the continued contract.
(G) Modify the predecessor contract to—
(1) Reflect any necessary administrative changes such as transfer of
Government property, and make the Government property accountable under the continued
contract;
(2) Clearly state that future performance (e.g., issuance of orders or
exercise of options) will be accomplished under the continued contract; and
(3) Specify the administrative reason for issuing the continued contract.
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(H) Reference the predecessor contract PIID on the face page of the continued
contract to ensure traceability.
follows:

(ii) Sample language for the administrative modification to the predecessor contract

This modification is issued for administrative purposes to facilitate continued contract
performance due to [state the reason for assigning an additional PIID]. This
modification is authorized in accordance with FAR 4.1601 and DFARS 204.1601.
Supplies and services already acquired under this contract number shall remain
solely under this contract number for purposes of Government inspection,
acceptance, payment, and closeout. All future [delivery orders] [task orders] [options
exercised] will be accomplished under continued contract [insert contract number].
PGI 204.1603 Procedures.
(a)(3)(A)(3) Legacy contract writing systems authorized to use the letter T in position 9 of
the PIID for automated requests for quotation include the following:
system.

(i) Department of Navy’s Item Management and Procurement (ITIMP)
(ii) Defense Logistics Agency’s Enterprise Business System (EBS).

(b) Elements of a supplementary PIID.
(1) Examples of proper numbering for positions 2-6 (the first position will be either A
or P) are as follows:
Normal modification

Provisioned items order
(reserved for exclusive use
by the Air Force only)

Shipping
Instructions

00001 — 99999

K0001

— K9999

S0001

— S9999

then

KA001

— KZ999

SA001

— SZ999

A0001 — A9999

L0001

— L9999

T0001

— T9999

B0001 — B9999

LA001

— LZ999

TA001

— TZ999

and so on to

M0001

— M9999

U0001

— U9999

H0001 — H9999

MA001

— MZ999

UA001

— UZ999

then

N0001

— N9999

V0001

— V9999

J0001 — J9999

NA001

— NZ999

VA001

— VZ999

then

P0001

— P9999

W0001

— W9999
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R0001 — R9999

PA001

— PZ999

WA001 — WZ999

then

Q0001

— Q9999

X0001

— X9999

AA001 — HZ999

QA001

— QZ999

XA001

— XZ999

JA001 — JZ999

Y0001

— Y9999

RA001 — RZ999

YA001

— YZ999

then

(2) If the contract administration office is changing the contract administration or
disbursement office for the first time and is using computer generated modifications to
notify many offices, it uses the six position supplementary number ARZ999. If either
office has to be changed again during the life of the contract, the supplementary number
will be ARZ998, and on down as needed.
PGI 204.1670 Cross reference to Federal Procurement Data System.
The following matrices should be used as a cross reference between the terms used in
the FAR, DFARS, and the Federal Procurement Data System (FPDS).
STRUCTURE OF REQUIRED IDENTIFIERS
Key and
Description
A - DoD
Procurement
Instrument
Identifier (PIID)

Format
Consists of the concatenation of the following four fields:
Enterprise Fiscal Year in
Procurement
Serialized
Identifier - which award is
Instrument Type
Identifier
DODAAC
made
Code
of
contracting
office
Six alphanumeric
characters
excluding
I and O
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Four
alphanumeric
characters
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0000 is
not an
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value.
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B - DoD Order
Four alpha-numeric characters excluding I and O. A and P are
Number
prohibited in the first position. 0000 is not an acceptable value.
(Supplementary
PIID)
(NOTE: Four character supplementary PIID order numbers are only
allowed to be issued through FY16. Subsequently, all orders must
be in the format shown above in section A of this table. DoD
activities are encouraged to transition as soon as possible in FY16 to
this new method for numbering orders under DoD contracts and
agreements. Transition must be completed no later than October 1,
2016.)
C - DoD
Six alpha-numeric characters beginning with A or P, excluding I and
Procurement
O. P00000 and A00000 are not acceptable values.
Instrument
Modification
Identifier
(Supplementary
PIID)
D - DoD Order
Two alpha-numeric characters excluding I and O. 00 is not an
Modification
acceptable value.
Identifier
(Supplementary (NOTE: Two character supplementary PIID modification numbers
PIID)
are only allowed to be issued to DoD orders issued through FY16.
Modification to DoD orders issued after the transition to the new
method of numbering orders under DoD contracts and agreements
must be in the form shown in section C of this table.
E - Non DoD
4 to 50 Alpha-numeric characters
Procurement
Instrument
Number
ELEMENTS NEEDED TO IDENTIFY A DEPARTMENT OF DEFENSE
PROCUREMENT ACTION
Required as shown below to uniquely identify
the action.

Procurement
Instrument
Action Type
BPA or Order
under a Schedule
or other non-DoD
Instrument
Order
against a BPA
under a Schedule
(FY16 and later)
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Procurement
Instrument
(Reference
Use Only)

Procurement
Instrument
Identifier (PIID)
(Contract
Number)
Order Number

E

A

E

A

Modification
Number

A
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Order
against a BPA
under a Schedule
(Pre-FY16)
DoD Contract,
Purchase Order,
BOA, BPA not
under a
Schedule, or
other instrument
Order
against a DoD
Contract, BOA,
BPA not under a
Schedule, or
other instrument
(FY16 and later)
Order
against a DoD
Contract, BOA,
BPA not under a
Schedule or other
instrument
(Pre-FY16)
Modification to a
BPA or Order
under a Schedule
or other non- DoD
instrument
Modification to an
Order against a
BPA under a
Schedule
(FY16 and later)
Modification to an
Order against a
BPA under a
Schedule
(Pre-FY16)
Modification to a
DoD Contract,
Purchase Order,
BOA, BPA not
under a
Schedule, or
other instrument
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E

A

B

A

A

A

A

B

E

A

E

A

A

C

E

A

B

D

A

C

C
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Modification to an
Order against a
DoD Contract,
BOA, or BPA not
under a schedule
(FY16 and later)
Modification to an
Order against a
DoD Contract,
BOA, or BPA not
under a schedule
(Pre-FY16)

FPDS Crosswalk
BPA or Order
under a Schedule
or other non-DoD
Instrument
Order
against a BPA
under a Schedule
(FY16 and later)
Order
against a BPA
under a Schedule
(Pre-FY16)
DoD Contract,
Purchase Order,
BOA, BPA not
under a Schedule,
or other
instrument
Order against a
DoD Contract,
BOA, BPA not
under a Schedule,
or other
instrument (FY16
and later)
Order against a
DoD Contract,
BOA, BPA not
under a Schedule,
or other
instrument
(Pre-FY16)
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REF_IDV
_PIID
E

A

A

C

A

B

D

FPDS FIELD NAME
REF_IDV_MODIFIMODIFICATION_NUM
CATION_NUMBER PIID
BER
Use 0
A
Use 0

A

Use 0

A

Use 0

A

Use 0

B*

Use 0

A

Use 0

A

Use 0

A

C

A

Use 0

B*

D*
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Modification
A
C
to a BPA or Order
under a Schedule
or other non-DoD
Instrument
Modification
A
Use 0
A
C
to an Order
against a BPA
under a Schedule
(FY16and later)
Modification
A
Use 0
B*
D*
to an Order
against a BPA
under a Schedule
(Pre-FY16)
Modification to a
A
C
DoD Contract,
Purchase Order,
BOA, BPA not
under a Schedule,
or other
instrument
Modification
A
Use 0
A
C
to an Order
against a DoD
Contract, BOA, or
BPA not under a
Schedule
(FY16 and later)
Modification
A
Use 0
B*
D*
to an Order
against a DoD
Contract, BOA, or
BPA not under a
Schedule
(Pre-FY16)
* Note that FPDS strips leading zeroes, so that modification 02 to order 0024 is shown
as modification 2 to order 24.
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PGI 204.18—COMMERCIAL AND GOVERNMENT ENTITY CODE
PGI 204.1870 Procedures.
PGI 204.1870-1 Instructions to contracting officers.
Contracting officers shall—
(a) Assist offerors in obtaining the required Commercial and Government Entity (CAGE)
codes. Note that if an offeror’s facility requires security clearance in accordance with a
potential contract, the offeror is required to have a CAGE code assigned to that facility. If the
facility is a location other than the offeror’s office submitting the proposal, that facility is not
required to be separately registered in the System for Award Management (SAM) in order to
have a CAGE code assigned. Offerors may be directed to the DLA CAGE Branch (see PGI
204.1870-2(c) for contact information);
(b) Not deny a potential offeror a solicitation package because the offeror does not have
a CAGE code, DUNS number, or TIN;
(c) Not require a contractor to register sections or locations of their organization in SAM
for reasons not already required by clauses present in their contracts in order to obtain a
CAGE code; and
(d) Not require a contractor to obtain new CAGE codes or change CAGE code records
assigned to their locations solely for Government administration purposes (such as a result
of a Government reorganization, change in Government contracting officer or office) or for
distinction in Government systems beyond physical address and Electronic Funds Transfer
(EFT) data.
PGI 204.1870-2 Maintenance of the CAGE file.
The following information and procedures are provided to assist contracting officers.
(a) Assignment of CAGE codes for entities located in the United States or its outlying
areas.
(1) CAGE codes are assigned per legal entity at individual physical addresses (i.e.,
the same entity at the same physical address will not be assigned two or more CAGE
codes). The only exception to this rule is when an entity has a registration in the SAM with
multiple EFT addresses identified by multiple DUNS+4 numbers. In this case, each
DUNS+4 number record is assigned a separate CAGE code to assist in correct processing
of payments.
(2) CAGE codes are not assigned to mailing addresses; a physical address shall be
provided. Neither U.S. Post Office boxes nor addresses that can be identified as belonging
to commercial mail and/or shipping provider locations will be accepted as physical
addresses.
(3) CAGE codes are not assigned to entities where the provided physical address is
identified as a short-term virtual location, such as mobile offices, commercial
packaging/mailing facilities (e.g., UPS stores, FedEx stores), mailbox rentals and certain
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business incubator locations if the majority of the operations are not performed from that
incubator location. A sole proprietor, partnership, corporate entity, or other business
organization shall have a principal place of business, even if it is a home office, from where
the business operates and record books are maintained. In that case, a home address of
an officer of the company or board member would be required.
(4) Individuals who register in SAM as sole proprietors are assigned CAGE codes.
However, there may not be multiple CAGE codes assigned to the same location even if the
entity names are differentiated by establishing a Limited Liability Corporation (LLC) (e.g.,
“John Smith” and “John Smith, LLC”). Additionally, the standard for the legal business name
for sole proprietors, driven by Internal Revenue Service (IRS) standards, is the use of the
individual’s personal name. Any additional name used for the sole proprietorship should be
identified as a doing business as (DBA) name (e.g., “John Smith” is the legal business
name, “Smith Construction” is the DBA).
(5) Authorized agents or brokers may be assigned CAGE codes for identification
and processing purposes. A single CAGE code will be assigned to the agent or broker entity
in addition to any codes assigned to the entities represented by the agent or broker (i.e.,
only one code will be assigned to a specific agent or broker entity regardless of the number
of firms represented by that agent or broker ). Codes will not be assigned to an agent or
broker in care of the entity being represented or in any way infer that the agent or broker is a
separate establishment bearing the name of the entity represented by the agent or broker.
(6) There are some cases where both the owner of real property and a separate
legal entity located at the same address as the real property each are required to have
CAGE codes assigned. Examples are an office building owner and a tenant in the office
building, or a land owner and a company using all or a portion of the land to farm. Additional
cases exist where two separate entities may lease office space in the same building and
both require CAGE codes. In both of these situations, the most specific physical address
will be requested (i.e., specific additions of suites, floors, or room numbers) to distinguish
between the two entities. If no more specific physical address is able to be identified, then
documentation such as that listed in PGI 204.1870-2(c)(3)(i)(A) will be requested to ensure
that the entities are separate legal entities.
(b) NCAGE code assignment for entities located outside the United States and its
outlying areas managed via established NATO processes.
SAM records received by the CAGE code system for validation shall—
(1) Include an NCAGE that has been received from the NATO Support Agency’s
(NSPA’s) common database. The frequency with which local country code bureaus update
the common database differs by the country. While most updates occur within a week, it
can take up to a month to process. The CAGE code system will hold a validation request
from SAM for three (3) days before rejecting it because the NCAGE does not appear to
exist; and
(2) Include a legal business name and physical address that matches the address
on the NSPA database in order to be validated.
(c) Changes of information on the CAGE code record.
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(1) The DLA CAGE Branch accepts written requests for changes to CAGE files
from the following sources:
(i) The company, organization, or sole proprietor entity identified by the code, if
located in the United States or its outlying areas.
(A) For CAGE records for which there is a corresponding registration in
SAM, the entity shall update their Dun & Bradstreet (D&B) record to begin the process and
then proceed to update and submit their SAM registration for validation. If the update
includes a change to the entity’s legal business name, the additional steps at PGI 204.18702(c)(3)(i)(C) will be necessary.
(B) For CAGE records for which there is not a corresponding registration in
SAM, the entity shall use company letterhead to request a change to their CAGE code
record. Submit requests for changes to CAGE files, when there is not a corresponding
SAM record, at https://cage.dla.mil or using a DD Form 2051 (available at
http://dtic.mil/whs/directives/forms/eforms/dd2051.pdf). The form may be emailed to
cagemail@dla.mil, or a hard copy mailed to—
DLA CAGE Branch
74 Washington Avenue
Battle Creek, MI 49037
Telephone Number: toll-free 877-352-2255
(ii) The Government contracting office on agency letterhead.
(iii) The Government contract administration office on agency letterhead.
(2) The DLA CAGE branch refers requests for changes to CAGE files from entities
located outside the United States and its outlying areas as follows:
(i) Entities located in a NATO or NATO-sponsored nation shall contact their
codification bureau. A listing of codification bureaus is found at
http://www.nato.int/structur/AC/135/main/links/contacts.htm.
(ii) Entities located in a country that is neither in NATO nor sponsored by NATO
shall contact the NATO Support Agency (NSPA) at ncage@nspa.nato.int or request update
after searching for their CAGE code at
https://eportal.nspa.nato.int/AC135Public/scage/CageList.aspx.
(3) When a request is received by DLA (either directly or via an entity-updated SAM
registration submitted for validation) that includes a change to the entity’s legal business
name as recorded within the CAGE file, the DLA team will contact the entity and process the
request in accordance with the following procedure:
(i) If the entity indicates that it does not hold any active federal Government
contracts or any outstanding invoices on a physically complete contract, the entity will be
asked to provide the following to DLA—
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(A) Signed legal documentation that confirms the formal name change and
accurately reflects the change requested. Examples of acceptable documentation include:
Articles of Incorporation, Articles of Organization, Bill of Sale, Asset Purchase Agreement,
Secretary of State documentation, and Legal Merger or Acquisition documentation. DLA will
not accept Internal Review Service (IRS) documentation or validation, as the IRS does not
require the use of the legal business name. Sole proprietors will need to provide their filings
for one of the following: Fictitious Business Name, Assumed Name, Trade Style Name, or
Business License. DLA may use information found at state government websites in lieu of
requesting documentation from the entity to confirm the name if it is available;
(B) Written statement that they do not have active federal contracts or any
outstanding invoices on a physically complete contract; and
(C) After receipt of the documentation in (A) and (B), DLA will process the
change. If the initial request was received from SAM as a part of the CAGE validation
process, the processed change will be communicated back to SAM.
(ii) If the entity indicates it does hold active Federal Government contracts, the
entity will be asked to provide an indication in writing (may be provided by email) if the
change in legal business name is a result of an acquisition, merger, or other situation related
to recognition of a successor in interest to Federal Government contracts when contractor
assets are transferred, which would necessitate a novation agreement be executed.
(A) If the entity indicates that the change in legal business name is not a
result of an acquisition merger or other situation as indicated above; the entity will be asked
to confirm, in writing (may be provided by email) that it has advised each of the respective
Government contracting officers necessary to process name-change agreements in
accordance with FAR subpart 42.12 requirements. Additionally, DLA will ask the entity to
provide a copy of the change-of-name agreement (see FAR 42.1205) signed by the entity.
DLA will not process a change to the CAGE file without a copy of the signed change-ofname agreement, or confirmation from the cognizant Government contracting officer that
processing a change to the CAGE file prior to the signed change-of-name agreement being
completed is permissible. Note that the modification action that incorporates the change-ofname agreement into the contract is an acceptable method of providing the change-of-name
agreement. However, if the modification is not able to be issued until the CAGE code
information is updated, the change-of-name agreement itself will suffice.
(B) If the entity indicates that the change in legal business name is a result
of an acquisition, merger, or other situation as indicated above, DLA will request the entity to
provide the Novation Agreement that has been executed by the cognizant Government
contracting officer (see FAR 42.1204) as well as the contact information for that contracting
officer. DLA may, based on the content of the Novation Agreement, request that the
contracting officer provide additional information regarding any Government interest in
whether CAGE codes are transferred to the successor in interest. DLA will not process a
change to the CAGE file without a copy of the executed Novation Agreement, or
confirmation from the cognizant Government contracting officer that processing a change to
the CAGE file prior to the novation agreement being completed is permissible. Note that the
modification action that incorporates the Novation Agreement into the contract is an
acceptable method of providing the Novation Agreement. However, if the modification is not
able to be issued until the CAGE code information is updated, the Novation Agreement itself
will suffice.
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(1) When contacted by DLA in relation to a name change resulting
from a novation, contracting officers shall provide DLA the following information:
(i) Name(s), address(es), and code(s) of the contractor(s)
transferring the original contractual rights and obligations (transferor).
(ii) Name(s), address(es), and code(s) (if any) of the entity who is
the successor in interest (transferee).
(iii) Name(s), address(es), and code(s) (if any) of the entity who is
retaining or receiving the rights to the technical data.
(iv) Description of the circumstances surrounding the novation
agreement and especially the relationship of each entity to the other.
(2) Note that if the name change request was received as a part of a
registration from SAM update, and this situation applies, the update will be sent back to
SAM as rejected by CAGE validation if a copy of the executed Novation Agreement or
confirmation from the cognizant Government contracting officer is not available within 10
business days. The entity may resubmit the update in SAM with the changed legal name at
such point this information becomes available.
(4) If the initial request was received from SAM as a part of the CAGE validation
process, a processed change will be communicated back to SAM.
(5) Note that DLA does not follow the process outlined in (c)(3) above for minor
changes in the legal business name received from SAM during validation, such as changing
an “and” to “&”; inserting or removing abbreviations, such as changing “Co.” to “Company”;
inserting or removing a space between words in an entity’s name; or inserting or removing
acronyms or wording identifying a type of incorporated status, such as “Inc.” or “LLC”.
These changes are processed and communicated back to SAM.
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PGI 204.71—UNIFORM CONTRACT LINE ITEM NUMBERING SYSTEM
PGI 204.7103 Contract line items.
(a) Separately identifiable contract line and subline items (i.e., all except those with
characteristics described in DFARS 204.7103-1(a)(2)(iii) or 204.7104-1(a)) shall include
a description of the item or service being procured, the associated Product or Service
Code (PSC), the quantity, a unit of measure, defined acceptance and inspection
locations and requirements, and the delivery schedule or performance period.
Contracts for contingency operations shall include the project code at the line item level
on each contract action. The list of applicable codes is maintained at
http://www.dla.mil/j-6/dlmso/elibrary/ServicePoints/CD_ProjCd_nopoc.docx. The
contracting officer is responsible for coordinating any changes from the purchase
request to the contract with the requiring activity.
(1) The list of active PSCs is available on the Federal Procurement Data System
website under the ‘Worksite’ section under ‘Reference’.
(2) The list of available units of measure is on the Defense Procurement and
Acquisition Policy website at
http://www.acq.osd.mil/dpap/pdi/eb/docs/Line_Item_UoM_List.xlsx.
(3) Delivery and acceptance locations shall be defined using Activity Address
Codes published in (1) DoD Activity Address Directory (DODAAD), DoD 4000.25-6-M,
or (2) Military Assistance Program Address Directory System (MAPAD), DoD 4000.258-M and available for verification at https://www.daas.dla.mil/daasinq/default.asp.
(4) No activity shall be assigned acceptance responsibility unless that activity
has acceptors registered in Wide Area WorkFlow (WAWF). Available roles for an
Activity Address Code can be verified at the Active DoDAACs & Roles link on the
WAWF homepage at https://wawf.eb.mil/.
(b) Fixed price line items shall include unit prices and total prices. Cost type line
items shall not include unit prices, but shall contain the appropriate elements in
accordance with FAR part 16. Not separately priced line items shall be so labeled. The
notation “No Charge” shall not be used.
(c) The requirements at paragraph (a) and (b) shall be included in the appropriate
parts of the contract Schedule.
(d) In structuring line items, especially on fixed-price contracts, due consideration
shall be given to the effect of the chosen units of measure on administration and
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payment. No contract line item shall contain a quantity less than the number of
deliveries anticipated on the line item. Contracting officers shall consider the need for
periodic deliveries and payments in selecting a unit of measure. Included in this
analysis shall be the impact of any financing arrangements under FAR part 32.
(i) Supplies: Line item quantities shall match the actual count of the supplies to
be provided. For instance, if more than one delivery is expected, the quantity cannot be
“1.”
(ii) Services: Line item quantities shall match the frequency with which
performance will be reviewed, and on fixed-price line items, payment made. For
example, a contract with a twelve-month period of performance should have a quantity
and unit of measure suited to how the contract will be managed. If the intent is to
review, accept, and pay for the services monthly, then the quantity should be 12, with a
unit of measure such as “Months” or “Lots.” If the intent is to review, accept, and pay for
the services quarterly, then the quantity should be 4, with a unit of measure such as
“Lot”. If the quantity used is 1, then no payment for delivery can occur until the end of
the period of performance. Services with tangible deliveries, such as repairs, shall be
structured like supply line items.
(e) The following examples illustrate when the requirements at paragraph (a)
apply—
(1) Separately identifiable subline items. The rule applies to subline items
0001AA and 0001AB. It does not apply to the line item 0001, because it does not have
a deliverable.
ITEM NO.

SUPPLIES/SERVICE QUANTITY

UNIT

UNIT
PRICE

AMOUNT

0001
0001AA
0001AB

Widgets
Red painted widgets
Unpainted widgets

EA
EA

$10.00
$9.50

$60.00
$57.00

6
6

(2) Informational subline items. The rule applies to line item 0001. It does not
apply to subline items 000101, 000102, and 000103 because they do not have
deliverables.
ITEM NO.

SUPPLIES/SERVICE

QUANTITY

UNIT

0001

Widget
implementation Joint
Service Study
Army funding
(AA: $20,000)

1

LOT

000101
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PRICE
$60,000

AMOUNT
$60,000
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000102
000103

Navy funding
(AB: $20,000)
Air Force funding
(AC: $20,000)

(3) Line item with no subline items. The rule applies.
ITEM NO.

SUPPLIES/SERVICE

QUANTITY

UNIT

0001

Red painted widgets

6

EA

UNIT
PRICE
$10.00

AMOUNT
$60.00

(4) Line item is parent to an exhibit. The rule applies to the exhibit lines.
ITEM NO.

SUPPLIES/SERVICE

QUANTITY

UNIT

UNIT
PRICE

AMOUNT

0001

See exhibit A
($117.00)
Red painted widgets
Unpainted widgets

6
6

EA
EA

$10.00
$9.50

$60.00
$57.00

A001
A002

(5) Line is parent to a subline item which refers to an exhibit. The rule applies to
the exhibit lines.
ITEM NO.

SUPPLIES/SERVICE

0001
0001AA

Widget program
Design and develop
widgets
See exhibit A
($117.00)
Red painted widgets
Unpainted widgets

0001AB
A001
A002

QUANTITY

UNIT

UNIT
PRICE

AMOUNT

1

LOT

$500.00

$500.00

6
6

EA
EA

$10.00
$9.50

$60.00
$57.00

PGI 204.7103-2 Numbering procedures.
(a) Contract line items shall consist of four numeric digits 0001 through 9999. Do not
use numbers beyond 9999. Within a given contract, the item numbers shall be sequential
but need not be consecutive.
(b) The contract line item number shall be the same as the solicitation line item number
unless there is a valid reason for using different numbers.
(c) Once a contract line item number has been assigned, it shall not be assigned to
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another, different, contract line item in the same contract.
PGI 204.7104 Contract subline items.
PGI 204.7104-2 Numbering procedures.
(a) Number subline items by adding either two numeric characters or two alpha
characters to the basic contract line item number.
(1) Information subline item numbers. Use numeric characters only for information
subline items, running 01 through 99. Do not use spaces or special characters to separate
the subline item number from the contract line item number that is its root. For example, if
the contract line item number is 0001, the first three subline items would be 000101,
000102, and 000103. Do not use a designation more than once within a contract line item.
(2) Separately identified subline items. Use alpha characters only for separately
identified subline items, running AA through ZZ. Do not use spaces or special characters to
separate the subline item number from the contract line item number that is its root. For
example, if the contract line item number is 0001, the first three subline items would be
0001AA, 0001AB, and 0001AC.
(i) Do not use the letters I or O as alpha characters.
(ii) Use all 24 available alpha characters in the second position before selecting
a different alpha character for the first position. For example, AA, AB, AC, through AZ before
beginning BA, BB, and BC.
(b) Within a given contract line item, the subline item numbers shall be sequential but
need not be consecutive.
(c) Exhibits may be used as an alternative to setting forth in the schedule a long list of
contract subline items. If exhibits are used, create a contract subline item citing the exhibit's
identifier. See DFARS 204.7105.
(d) If a contract line item involves ancillary functions, like packaging and handling,
transportation, payment of state or local taxes, or use of reusable containers, and these
functions are normally performed by the contractor and the contractor is normally entitled to
reimbursement for performing these functions, do not establish a separate subline item
solely to account for these functions. However, do identify the functions in the contract
schedule. If an offeror separately prices these functions, the contracting officer may
establish separate subline items for the functions; however, the separate subline items must
conform to the requirements of DFARS 204.7104-1.
(e) The following examples illustrate subline items numbering—
(1) Subline items structured to identify destinations for identical items, identically
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priced (delivery schedule shall be established for each subline item, not the contract line
item).
ITEM NO.
0001

0001AA

0001AB

0001AC

SUPPLIES/SERVICE
NSN 1615-00-591-6620
Shim, Aluminum Alloy,...
Apbl, Rotor, Helicopter
PRON A1-9-63821-M1M1 ACRN:AA
A3168R-9030-4025
A2537M IPD: 2 RDD:
334 PROJ: 501
A3168R-9030-4026
A51AXBM IPD: 2 RDD:
325 PROJ: 502
A3168R-9030-4027
A67KBCM IPD: 2 RDD:
349 PROJ: 503

QUANTITY

UNIT

UNIT
PRICE

AMOUNT

10

EA

$100.00

$1,000.00

10

EA

$100.00

$1,000.00

15

EA

$100.00

$1,500.00

(2) Subline items structured to identify destinations for identical items, not identically
priced (delivery schedule shall be established for each subline item, not the contract line
item).

ITEM NO.
0001

0001AA

0001AB

0001AC
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SUPPLIES/SERVICE
NSN 1615-00-591-6620
Shim, Aluminum Alloy,...
Apbl, Rotor, Helicopter
PRON A1-9-63821-M1M1 ACRN:AA
A3168R-9030-4025
A2537M IPD: 2 RDD:
334 PROJ: 501
A3168R-9030-4026
A51AXBM IPD: 2 RDD:
325 PROJ: 502
A3168R-9030-4027
A67KBCM IPD: 2 RDD:
349 PROJ: 503

QUANTITY

UNIT

UNIT
PRICE

AMOUNT

10

EA

$100.00

$1,000.00

20

EA

$99.00

$1,980.00

30

EA

$98.00

$2,940.00
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NOTE: Difference in prices for identical items is due to separate destinations for FOB
destination delivery.
(3) Subline items structured to identify different sizes of an item that are identically
priced (delivery schedule shall be established for each subline item, not the contract line
item).
ITEM NO. SUPPLIES/ SERVICE
0013

Boots Insulated, Cold
Weather White, Type II,
Class 1
8430-00-655-5541 Size 5N
8430-00-655-5544 Size 8N
8430-00-655-5551 Size 9N
8430-00-655-5535 Size 9R

0013AA
0013AB
0013AC
0013AD

QUANTITY

UNIT

PR

UNIT
PRICE

$38.35

AMOUNT

$13,422.50

50
70
30
200

NOTE: Unit price and total amount shown at line item level rather than at subline item level.
(4) Subline items structured to identify different sizes of an item that are not
identically priced (delivery schedule shall be established for each subline item, not the
contract line item).
ITEM
NO.
0002

0002AA
0002AB

0002AC
0002AD

0002AE

SUPPLIES/ SERVICE
Body Armor Ground
Troops Variable Type
Small Arms,
Fragmentation Protective
Nylon Felt Vest, Front and
Back Plates, Ceramic
Plate, Type I
First Article
8470-00-141-0935
Medium
Regular
8470-00-141-0936 Large
Regular
8470-00-141-0937,
Medium
Long
8470-00-141-0938, Large
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QUANTITY

UNIT

UNIT
PRICE

AMOUNT

1
1936

LO
SE

NSP
$331.77

$642,306.72

625

SE

$355.77

$222,356.25

1237

SE

$346.77

$428,954.49

804

SE

$365.77

$294,079.08
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Long
(5) Subline items structured to provide the capability for relating subordinate
separately priced packaging costs to the overall contract line item. (Separate delivery
schedules shall be established for the subline item identifying the contractor's product and
for the subline item identifying packaging. No schedule will be established for the contract
line item.)
ITEM NO. SUPPLIES/ SERVICE
0001

6105-00-635-6568 50380
Ref No 63504-WZ
Armature Motor ACRN:
AA
6105-00-635-6568 50380
Ref No 63504-WZ
Armature Motor ACRN:
AA
Packaging ACRN:AA

0001AA

0001AB

QUANTITY

UNIT

UNIT
PRICE

AMOUNT

2

EA

$2,895.87 $5,791.74

2

EA

$289.58

$579.16

(6) Subline items structured to identify different accounting classifications for identical
items (delivery schedule shall be established for each subline item, not the contract line
item).
AJ: 17X150518350315069100000192B000000000000000000
AK: 17X150518370317569100000192B000000000000000000
AL: 17X150519350314369100000192B000000000000000000
ITEM
NO.

SUPPLIES/
SERVICE

Pulse Decoder
KY-312/A5Q-19
0002AA Pulse Decoder
KY-312/A5Q-19
ACRN: AJ
0002AB Pulse Decoder
KY-312/A5Q-19
ACRN: AK
0002AC Pulse Decoder
KY-312/A5Q-19
ACRN: AL

QUANTITY

0002
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UNIT
EA

UNIT PRICE

AMOUNT

$3,037.40

2

$6,074.80

6

$18,224.40

2

$6,074.80
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NOTE: Unit price may be shown at line item level and total amounts shown at subline item
level.
(7) Informational subline items established to identify multiple accounting
classification citations assigned to a single contract line item.
ITEM
NO.

SUPPLIES/ SERVICE

0001

Air Vehicle
000101
ACRN:AA
$3,300,000
000102
ACRN:AB
$2,000,000
000103
ACRN:AC
$1,400,000

QUANTITY

UNIT

1

EA

UNIT PRICE

AMOUNT

$6,700,000

$6,700,000

(8) Subline items structured to identify parts of an assembly (delivery schedule and
price shall be established for each identified part at the subline item level, not for the
assembly at the contract line item level).
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ITEM
NO.

SUPPLIES/ SERVICE

Automatic Degausing
System Consisting of:
(2 ea @ $52,061;
$104,122 total)
0003AA Switchboard
0003AB Remote Control Panel
0003AC Power Supply (M Coil)
SSM Type 145 Amps,
220 V DC)
*
*
*
0003AF Power Supply (A Coil)
SSM Type (118 Amps,
220 V DC)

QUANTITY

UNIT

2
2
2

EA
EA
EA

UNIT PRICE

AMOUNT

$52,061.00
NSP
NSP

$104,122.00

0003

2

EA

*
NSP

*

(9) Subline items structured to identify parts of a kit (delivery schedule and price shall
be established for each identified part at the subline item level, not for the kit at the contract
line item level).
ITEM
NO.
0031

0031AA
0031AB
0031AC
*
0031BF

SUPPLIES/
SERVICE
Conversion Kit to
Convert Torpedo MK
45 Mod 0 to Torpedo
MK 45 Mod 1
(50 Kt @ $10,868.52;
$543,426 total)
Integrator Assy LD
620106
Pulse Generator Assy
LD 587569
Drive Shaft Assy LD
587559
*
*
Actual Panel Assy LD
542924

QUANTITY

UNIT

50

EA

50

EA

NSP

50

EA

NSP

EA

*
NSP

50

UNIT PRICE

AMOUNT

$10,868.52

$543,426.00

NOTE: In this example, the prices of subline items 0031AB through 0031BF are included in
the Integrator Assembly.

2004 EDITION

204.71-9

DFARS Procedures, Guidance, and Information
PGI 204—Administrative Matters

PGI 204.7105 Contract exhibits and attachments.
(a) Use of exhibits.
(1) Exhibits may be used instead of putting a long list of contract line items or subline
items in the contract schedule. Exhibits are particularly useful in buying spare parts.
(2) When using exhibits, establish a contract line or subline item and refer to the
exhibit.
(3) Identify exhibits individually.
(4) Each exhibit shall apply to only one contract line item or subline item.
(5) More than one exhibit may apply to a single contract line item.
(6) Data items on a DD Form 1423, Contract Data Requirements List, may be either
separately priced or not separately priced.
(i) Separately priced. When data are separately priced, enter the price in
Section B of the contract.
(ii) Not separately priced. Include prices in a priced contract line item or
subline item.
(7) The contracting officer may append attachments to exhibits, as long as the
attachment does not identify a deliverable requirement that has not been established by a
contract line item or subline item or exhibit line item.
(8) Include exhibit line items and associated information in the electronically
distributed contract documents identified in PGI 204.201(3)(i)(A) and (B).
(b) Numbering exhibits and attachments.
(1) Use alpha characters to identify exhibits. The alpha characters shall be either
single or double capital letters. Do not use the letters I or O.
(2) Once an identifier has been assigned to an exhibit, do not use it on another
exhibit in the same contract.
(3) The identifier shall always appear in the first or first and second positions of all
applicable exhibit line item numbers.
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(4) If the exhibit has more than one page, cite the procurement instrument
identification number, exhibit identifier, and applicable contract line or subline item number
on each page.
(5) Use numbers to identify attachments.
(c) Numbering exhibit line items.
(1) Criteria for establishing. The criteria for establishing exhibit line items are the
same as those for establishing contract line items (see DFARS 204.7103).
(2) Procedures for numbering.
(i) Number items in an exhibit in a manner similar to contract line items.
(ii) Number line items using a four-position number.
(A) The first position or the first and second position contain the exhibit
identifier.
(B) The third and fourth positions contain the alpha or numeric character
serial numbers assigned to the line item when using a double letter exhibit identifier. The
second, third and fourth positions contain the alpha or numeric character serial numbers
assigned to the line item when using a single letter exhibit identifier.
(iii) Exhibit line item numbers shall be sequential within the exhibit.
(3) Examples.
(i) Two-position serial number for double letter exhibit identifier.
Cumulative No.
of Line Items
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Serial Number Sequence

1-33

01 thru 09, then 0A thru 0Z, then

34-67

10 thru 19, then 1A thru 1Z, then

68-101

20 thru 29, then 2A thru 2Z, then

102-135

30 thru 39, then 3A thru 3Z, then

136-169

40 thru 49, then 4A thru 4Z, then

170-203

50 thru 59, then 5A thru 5Z, then

204-237

60 thru 69, then 6A thru 6Z, then
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238-271

70 thru 79, then 7A thru 7Z, then

272-305

80 thru 89, then 8A thru 8Z, then

306-339

90 thru 99, then 9A thru 9Z, then

340-373

A0 thru A9, then AA thru AZ, then

374-407

B0 thru B9, then BA thru BZ, then

408-441

C0 thru C9, then CA thru CZ, then

442-475

D0 thru D9, then DA thru DZ, then

476-509

E0 thru E9, then EA thru EZ, then

510-543

F0 thru F9, then FA thru FZ, then

544-577

G0 thru G9, then GA thru GZ, then

578-611

H0 thru H9, then HA thru HZ, then

612-645

J0 thru J9, then JA thru JZ, then

646-679

K0 thru K9, then KA thru KZ, then

680-713

L0 thru L9, then LA thru LZ, then

714-747

M0 thru M9, then MA thru MZ, then

748-781

N0 thru N9, then NA thru NZ, then

782-815

P0 thru P9, then PA thru PZ, then

816-849

Q0 thru Q9, then QA thru QZ, then

850-883

R0 thru R9, then RA thru RZ, then

884-917

S0 thru S9, then SA thru SZ, then

918-951

T0 thru T9, then TA thru TZ, then

952-985

U0 thru U9, then UA thru UZ, then
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986-1019

V0 thru V9, then VA thru VZ, then

1020-1053

W0 thru W9, then WA thru WZ, then

1054-1087

X0 thru X9, then XA thru XZ, then

1088-1121

Y0 thru Y9, then YA thru YZ, then

1122-1155

Z0 thru Z9, then ZA thru ZZ

(ii) Three-position numbers.
Cumulative No.
of Line Items
1-33

01 thru 009, then 00A thru 00Z, then

34-67

010 thru 019, then 01A thru 01Z, then

68-101

020 thru 029, then 02A thru 02Z, then

102-135

030 thru 039, then 03A thru 03Z and

136-305

so on to

306-339

090 thru 099, then 09A thru 09Z, then

340-373

0A0 thru 0A9, then 0AA thru 0AZ, then

374-407

0B0 thru 0B9, then 0BB thru 0BZ, then

408-441

0C0 thru 0C9, then 0CA thru 0CZ, and

442-1121

so on to

1122-1155

0Z0 thru 0Z9, then 0ZA thru 0ZZ, then

1156-1189

100 thru 109, then 10A thru 10Z, then

1190-1223

110 thru 119, then 11A thru 11Z, then

1224-1257

120 thru 129, then 12A thru 12Z, and

1258-1461
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1462-1495

190 thru 199, then 19A thru 19Z, then

1496-1529

1A0 thru 1A9, then 1AA thru 1AZ, then

1530-1563

1B0 thru 1B9, then 1BA thru 1BZ, and

1564-2277
2278-2311

1Z0 thru 1Z9, then 1ZA thru 1ZB, then

2312-2345

200 thru 109, then 10A thru 10Z, then

2346-2379

210 thru 219, then 21A thru 21Z, then

2380-2413

220 thru 229, then 22A thru 22Z, and

2414-2617

so on to

2618-2651

290 thru 299, then 29A thru 29Z, then

2652-2685

2A0 thru 2A9, then 2AA thru 2AZ, then

2686-2719

2B0 thru 2B9, then 2BA thru 2BZ, and

2720-3433

so on to

3434-3467

2Z0 thru 2Z9, then 2ZA thru 2ZZ, then

3468-3501

300 thru 309, then 30Z thru 30Z, and

3502-10403

so on to

10404-10437

900 thru 909, then 90A thru 90Z, then

10438-10471

910 thru 919, then 91A thru 91Z, and

10472-10709
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so on to

so on to

10710-10743

990 thru 999, then 99A thru 99Z, then

10744-10777

9A0 thru 9A9, then 9AA thru 9AZ, then

10778-10811

9B0 thru 9B9, then 9BA thru 9BZ, and
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10812-11525
11526-11559

so on to
9Z0 thru 9Z9, then 9ZA thru 9ZZ

PGI 204.7107 Contract accounting classification reference number (ACRN) and
agency accounting identifier (AAI).
(a) Establishing the contract ACRN.
(1) The contracting office issuing the contract is responsible for assigning ACRNs.
This authority shall not be delegated. If more than one office will use the contract (e.g.,
ordering officers, other contracting officers), the contract must contain instructions for
assigning ACRNs.
(2) ACRNs shall be established in accordance with the following guidelines:
(i) Do not use the letters I and O.
(ii) In no case shall an ACRN apply to more than one accounting classification
citation, nor shall more than one ACRN be assigned to one accounting classification citation.
(b) Establishing an AAI. An AAI, as detailed
http://www.acq.osd.mil/dpap/policy/policyvault/USA002246-09-DPAP.pdf, is a six-digit
data element that identifies a system in which accounting for specific funds is
performed. The funding office will provide to the contracting office the AAI associated
with the funding for each line item.
(c) Capturing accounting and appropriations data in procurement. Procurement
instruments shall identify the funding used for the effort in one of two ways.
(1) In legacy system environments where the contracting and accounting
processes are not sufficiently integrated to ensure use of the Procurement Instrument
Identifiers (PIIDs) (see DFARS subpart 204.16) and line item numbers as common keys, the
contract shall include the accounting and appropriations data and ACRN as follows:
(i) Show the ACRN as a detached prefix to the accounting classification citation
in the accounting and appropriations data block or, if there are too many accounting
classification citations to fit reasonably in that block, in section G (Contract Administration
Data).
(ii) ACRNs need not prefix accounting classification citations if the accounting
classification citations are present in the contract only for the transportation officer to cite to
Government bills of lading.
(iii) If the contracting officer is making a modification to a contract and using the
same accounting classification citations, which have had ACRNs assigned to them, the
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modification need cite only the ACRNs in the accounting and appropriations data block or on
the continuation sheets.
(iv) Showing the ACRN in the contract. If there is more than one ACRN in a
contract, all the ACRNs will appear in several places in the schedule (e.g., ACRN: AA).
(A) Ship-to/mark-for block. Show the ACRN beside the identity code of
each activity in the ship-to/mark-for block unless only one accounting classification citation
applies to a line item or subline item. Only one ACRN may be assigned to the same shipto/mark-for within the same contract line or subline item number unless multiple accounting
classification citations apply to a single nonseverable deliverable unit such that the item
cannot be related to an individual accounting classification citation.
(B) Supplies/services column.
(1) If only one accounting classification citation applies to a line item or
a subline item, the ACRN shall be shown in the supplies/services column near the item
description.
(2) If more than one accounting classification citation applies to a
single contract line item, identify each assigned ACRN and the amount of associated funds
using informational subline items (see DFARS 204.7104-1(a)).
(2) The contract shall include AAIs and ACRNs in system environments where the
accounting systems are able to use PIIDs and line item numbers as common keys to enable
traceability of funding to contract actions. Include AAIs and ACRNs as follows:
(i) Showing the ACRN in the contract. If there is more than one ACRN in a
contract, all the ACRNs will appear in several places in the schedule (e.g., ACRN: AA).
(A) Ship-to/mark-for block. Show the ACRN beside the identity code of
each activity in the ship-to/mark-for block unless only one accounting classification citation
applies to a line item or subline item. Only one ACRN may be assigned to the same shipto/mark-for within the same contract line or subline item number unless multiple accounting
classification citations apply to a single nonseverable deliverable unit such that the item
cannot be related to an individual accounting classification citation.
(B) Supplies/services column.
(1) If only one accounting classification citation applies to a line item or
a subline item, the ACRN shall be shown in the supplies/services column near the item
description.
(2) If more than one accounting classification citation applies to a
single contract line item, identify each assigned ACRN and the amount of associated funds
using informational subline items (see DFARS 204.7104-1(a)).
(ii) Showing the AAI in the contract. If there is more than one AAI in a contract,
show the AAI in the supplies/services column of the Schedule next to the ACRN. A sample
showing the AAI is as follows:
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ITEM

SUPPLIES/SERVICES

QUANTITY UNIT UNIT
PRICE

0002

BRU-32 B/A
Ejector Bomb Rack

23

AMOUNT

Each $22,206.00 $510,738.00

MILSTRIP: N0001906P7PM230
PURCHASE REQUEST NUMBER: 0010144885-0001
ACRN: AA
AAI: 050119
PGI 204.7108 Payment instructions.
(a) Scope. This section applies to contracts and any separately priced orders that-(1) Include contract line items that are funded by multiple accounting classification
citations for which a contract line item or items are not broken out into separately identifiable
subline items (informational subline items are not separately identifiable subline items);
(2) Contain cost-reimbursement or time-and-materials/labor-hour line items; or
(3) Authorize financing payments.
(b) For contracts and orders covered by this subpart, the contracting officer shall insert
numbered instructions in Section G (Contract Administration Data), to permit the paying
office to charge the accounting classification citations assigned to that contract line item (see
DFARS 204.7104-1(a)) in a manner that reflects the performance of work on the contract.
When incorporating clauses by reference in Section G, cite the clause number, title, and
date. If additional accounting classification citations are subsequently added, the payment
instructions must be modified to include the additional accounting classification citations.
Also, contracting officers shall not issue modifications that would create retroactive changes
to payment instructions. All payment instruction changes shall be effective as of the date of
the modification. When some, but not all, of the fixed price line items in a contract are
subject to contract financing payments, the contracting officer shall clearly identify to which
line items the payment clause(s) included in Section I apply.
(c) Payment instructions—
(1) Shall provide a methodology for the payment office to assign payments to the
appropriate accounting classification citation(s), based on anticipated contract work
performance;
(2) Shall be consistent with the reasons for the establishment of separate contract
line items;
(3) Shall be selected from those provided in paragraph (d) of this section;
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(4) Shall be revised to address the impact of changes to contract funding or
significant disparities between existing instructions and actual contract performance;
(5) Shall state at what level (contract, contract line, subline, exhibit line, or
ACRN) the payment instructions should be applied;
(6) Shall not be mixed within a level by contract type. For example, if the
instructions apply at the contract level, there can be only one payment instruction for
each contract type. If the instructions apply at the contract line or subline level, there
can only be one payment instruction per contract line or subline item;
(7) For contracts or orders that contain a combination of fixed-price, costreimbursement, and/or time-and-materials/labor-hour line items, shall at a minimum
include separate instructions for each contract type of contract line item (e.g., contractwide proration for fixed-price line items and contract-wide ACRN level for costreimbursement line items;
(8) For contracts or orders that contain foreign military sales requirements, shall
include instructions for distribution of the contract financing payments to each country's
account; and
(9) Shall use one of the standard payment instructions in paragraphs (d)(7)
through (11) of this section unless the contracting officer documents in the contract file
that there are significant benefits of requiring contractor identification of the contract line
item on the payment request.
(d) The numbered payment instructions ((d)(1) through (12)) below correspond to
the automated payment instructions in the supporting systems; therefore, care should
be exercised when identifying the numbered instructions below in Section G of the
contract. Include either one contract-wide instruction or one or more line item specific
instructions. The contracting officer shall not use a combination of contract-wide and
line item specific instructions.
(1) Line item specific: single funding. If there is only one source of funding for
the contract line item (i.e., one ACRN), insert the following:
252.204-0001 Line Item Specific: Single Funding. (SEP 2009)
The payment office shall make payment using the ACRN funding of the
line item being billed.
(2) Line item specific: sequential ACRN order. If there is more than one ACRN
within a contract line item (i.e., informational subline items contain separate ACRNs),and the
contracting officer intends funds to be liquidated in ACRN order, insert the following:

2004 EDITION

204.71-18

DFARS Procedures, Guidance, and Information
PGI 204—Administrative Matters

252.204-0002 Line Item Specific: Sequential ACRN Order. (SEP 2009)
The payment office shall make payment in sequential ACRN order within
the line item, exhausting all funds in the previous ACRN before paying
from the next ACRN using the following sequential order: Alpha/Alpha;
Alpha/numeric; numeric/alpha; and numeric/numeric.
(3) Line item specific: contracting officer specified ACRN order. If there is more than
one ACRN within a contract line item, (i.e. informational sub-line items contain separate
ACRNs), and the contracting officer intends the funds to be liquidated in a specified ACRN
order, insert the following, including the specified order in the instruction:
252.204-0003 Line Item Specific: Contracting Officer Specified ACRN
Order. (SEP 2009)
The payment office shall make payment within the line item in the
sequence ACRN order specified below, exhausting all funds in the
previous ACRN before paying from the next ACRN.
Line Item
_________
_________

ACRN Order
_____________________
_____________________

(4) Line item specific: by fiscal year. If there is more than one ACRN within a
contract line item, [(i.e. informational sub-line items contain separate ACRNs), and the
contracting officer intends the funds to be liquidated using the oldest funds first, insert
the following:
252.204-0004 Line Item Specific: by Fiscal Year. (SEP 2009)
The payment office shall make payment using the oldest fiscal year
appropriations first, exhausting all funds in the previous fiscal year before
disbursing from the next fiscal year. In the event there is more than one
ACRN associated with the same fiscal year, the payment amount shall be
disbursed from each ACRN within a fiscal year in the same proportion as
the amount of funding obligated for each ACRN within the fiscal year.
(5) Line item specific: by cancellation date. If there is more than one ACRN within a
contract line item, (i.e. informational sub-line items contain separate ACRNs), and the
contracting officer intends the funds to be liquidated using the ACRN with the earliest
cancellation date first, insert the following:
252.204-0005 Line Item Specific: by Cancellation Date. (SEP 2009)
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The payment office shall make payment using the ACRN with the earliest
cancellation date first, exhausting all funds in that ACRN before disbursing
funds from the next. In the event there is more than one ACRN associated
with the same cancellation date, the payment amount shall be disbursed
from each ACRN with the same cancellation date in the same proportion
as the amount of funding obligated for each ACRN with the same
cancellation date.
(6) Line item specific: proration. If there is more than one ACRN within a contract
line item, (i.e. informational sub-line items contain separate ACRNs), and the
contracting officer intends the funds to be liquidated in the same proportion as the
amount of funding currently unliquidated for each ACRN, insert the following:
252.204-0006 Line Item Specific: Proration. (SEP 2009)
The payment office shall make payment from each ACRN in the same
proportion as the amount of funding currently unliquidated for each ACRN.
(7) Contract-wide: sequential ACRN order. If the contracting officer intends the
funds to be liquidated in sequential ACRN order, insert the following:
252.204-0007 Contract-wide: Sequential ACRN Order. (SEP 2009)
The payment office shall make payment in sequential ACRN order within
the contract or order, exhausting all funds in the previous ACRN before
paying from the next ACRN using the following sequential order:
alpha/alpha; alpha/numeric; numeric/alpha; and numeric/numeric.
(8) Contract-wide: contracting officer specified ACRN order. If the contracting
officer intends the funds to be liquidated in a specified ACRN order, insert the following,
including the specified order in the instruction:
252.204-0008 Contract-wide: Contracting Officer Specified ACRN Order.
(SEP 2009)
The payment office shall make payment in sequential ACRN order within
the contract or order, exhausting all funds in the previous ACRN before
paying from the next ACRN in the sequence order specified below:
ACRN Order
_____________________________
______________________________
(9) Contract-wide: by fiscal year. If the contracting officer intends the funds to be
liquidated in fiscal year order, insert the following:
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252.204-0009 Contract-wide: by Fiscal Year. (SEP 2009)
The payment office shall make payment using the oldest fiscal year
appropriations first, exhausting all funds in the previous fiscal year before
disbursing from the next fiscal year. In the event there is more than one
ACRN associated with the same fiscal year, the payment amount shall be
disbursed from each ACRN within a fiscal year in the same proportion as
the amount of funding obligated for each ACRN within the fiscal year.
(10) Contract-wide: by cancellation date. If the contracting officer intends the funds
to be liquidated in fiscal year order, insert the following:
252.204-0010 Contract-wide: by Cancellation Date. (SEP 2009)
The payment office shall make payment using the ACRN with the earliest
cancellation date first, exhausting all funds in that ACRN before disbursing
funds from the next. In the event there is more than one ACRN associated
with the same cancellation date, the payment amount shall be disbursed
from each ACRN with the same cancellation date in the same proportion
as the amount of funding obligated for each ACRN with the same
cancellation date.
(11) Contract-wide: proration. If the contract or order that provides for progress
payments based on costs, (unless the administrative contracting officer authorizes use
of one of the other options), or if the contracting officer intends the funds to be liquidated
in the same proportion as the amount of funding currently unliquidated for each ACRN,
insert the following:
252.204-0011 Contract-wide: Proration. (SEP 2009)
The payment office shall make payment from each ACRN within the
contract or order in the same proportion as the amount of funding currently
unliquidated for each ACRN.
(12) Other. If none of the standard payment instructions identified in paragraphs
(d)(1) through (11) of this section are appropriate, the contracting officer may insert
other payment instructions, provided the other payment instructions-(i) Provide a significantly better reflection of how funds will be expended in
support of contract performance; and
(ii) Are agreed to by the payment office and the contract administration
office.
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PGI 253.213 Simplified acquisition procedures (SF's 18, 30, 44, 1165, 1449, and OF's
336, 347, and 348).
(f)(i) Use the OF 336, or a sheet of paper, as a continuation sheet for the DD Form 1155.
Continuation sheets may be printed on the reverse of the DD Form 1155.
(ii) DD Form 1155c-1, Order for Supplies or Services (Commissary Continuation
Sheet) may be used for commissary acquisitions.
PGI 253.213-70 Completion of DD Form 1155, Order for Supplies or Services.
(a) The following instructions are mandatory if—
(1) Contract administration has been assigned outside the purchasing office; or
(2) The contractor is located in the contiguous United States or Canada.
(b) The entity codes (address codes) referenced in this subsection are codes published
in—
(1) DoD Activity Address Directory (DODAAD), DoD 4000.25-6-M.
(2) Military Assistance Program Address Directory System (MAPAD), DoD 4000.258-M.
(3) Commercial and Government Entity (CAGE) Codes Handbook H4/H8.
(c) For orders requiring payment in Canadian currency—
(1) State the contract price in terms of Canadian dollars, followed by the initials CN;
e.g., $1,647.23CN.
(2) Indicate on the face of the order—
(i) The U.S./Canadian conversion rate in effect at the time of the award; and
(ii) The U.S. dollar equivalent of the Canadian dollar amount.
(d) When the DD Form 1155 includes FMS requirements, clearly mark “FMS
Requirement” on its face. Specify within the order each FMS case identifier code by line or
subline item number.

2004 EDITION

253.213-1

DFARS Procedures, Guidance, and Information
PGI 253—Forms

(e) Instructions for DD Form 1155 entries. (Instructions apply to purchase orders,
delivery orders, and calls, except Block 2, which applies only to delivery orders and calls,
and Block 12, which applies only to purchase orders.)
BLOCK
1 CONTRACT/PURCH ORDER/AGREEMENT NO.--Enter the Procurement Instrument
Identification (PII) number and, when applicable, the supplementary identification number
for contracts, purchase orders, and agreements as prescribed in DFARS subpart 204.16.
2 DELIVERY ORDER/CALL NO.--Enter the PII number for delivery orders/calls, when
applicable, as prescribed in DFARS subpart 204.16.
3 DATE OF ORDER/CALL--Enter the four-position numeric year, three-position alpha
month, and two-position numeric day.
4 REQUISITION/PURCH REQUEST NO.--Enter the number authorizing the purchase.
When the number differs by line item, list it in the Schedule and annotate this block, “See
Schedule.”
5 PRIORITY--Enter the appropriate Program Identification Code as identified in
Schedule I to the Defense Priorities and Allocations System Regulation.
6 ISSUED BY--Enter the name and address of the issuing office. In the code block,
enter the DoDAAD code for the issuing office. Directly below the address, enter:
Buyer/Symbol: followed by the buyer's name and routing symbol. Directly below the
buyer/symbol, enter: Phone: followed by the buyer's phone number and extension.
7 ADMINISTERED BY--Enter the name and address of the contract administration
activity. On purchase orders retained by purchasing offices for administration, mark this
block, “See Block 6.” Enter in the code block the DODAAD code of the contract
administration activity. In the lower right or left-hand corner, enter the criticality designator
code from FAR 42.1105.
8 DELIVERY FOB--Check the applicable box.
9 CONTRACTOR—
(1) Enter the full business name and address of the contractor. Enter in the first
code block, the CAGE code of the contractor.
(2) If it is known that all the work covered by the order is to be performed at an
address different from the address represented by the contractor's code, and any contract
administration function will be required at that facility, enter in the facility code block the
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organizational entity code for that facility, i.e., H8-1/H8-2 code for a non-Government entity
or DODAAD code for a Government entity. (Use DODAAD codes only to indicate
“performed at” locations for orders specifying services at a Government location.) If it is
known that multiple facilities are involved, enter the codes for all facilities at which work is to
be performed, including the contractor's code if work is performed at that address, in the
Optional Form 336 Continuation Sheet and mark the facility code block with “See Schedule.”
10 DELIVER TO FOB POINT BY (Date)--If a single date of delivery applies to the entire
order, enter date in this block. List multiple delivery dates in the schedule and mark this
block “See Schedule.”
11 MARK IF BUSINESS--Check all applicable blocks.
12 DISCOUNT TERMS--Enter the discount for prompt payment in terms of percentages
and corresponding days. Express the percentages in whole numbers and decimals, e.g.,
3.25% - 10 days; 0.50% - 20 days.
13 MAIL INVOICES TO THE ADDRESS IN BLOCK--Enter a reference to the block
number containing the address to which invoices are to be mailed. When not in Block 6, 7,
14, or 15, insert in Block 13, “See Schedule.”
14 SHIP TO--If a single ship-to point applies to the entire order, enter the name and
address of that point in this block and a DODAAD code in the code block. For FMS
shipments, enter the MAPAD code in the code block and an instruction for the contractor to
contact the transportation office of the administering activity to obtain a name and a shipping
address. Enter multiple ship-to points in the Schedule and mark this block, “See Schedule.”
15 PAYMENT WILL BE MADE BY--Enter the name and address of the activity making
payment. Enter in the code block, the DODAAD code of the paying activity. When a
purchase card is used for payment, enter “CRCARD” in the code block.
16 TYPE OF ORDER--Check the appropriate box. If a purchase order:
(1) Identify the type of quotation, e.g., oral, letter, e-mail, on which the order is
based.
(2) Check the box when acceptance of the purchase order is required and enter the
number of copies of the order to be returned to the issuing office.
17 ACCOUNTING AND APPROPRIATION DATA/LOCAL USE--Enter the accounting
classification and the accounting classification reference number(s) in accordance with
DFARS 204.7107.
18 ITEM NO.--Enter an item number for each item of supply or service in accordance
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with DFARS Subpart 204.71.
19 SCHEDULE OF SUPPLIES/SERVICES--The Schedule contains several elements of
data. The order and arrangement of data in the Schedule is mandatory for purchase and
delivery orders assigned to the Defense Contract Management Agency or the military
departments for administration and is encouraged for all orders.
(1) National Stock Number (NSN)--Total item quantity for the line or subline item
number followed by the appropriate national stock number or the word “none” if an NSN has
not been assigned. On the same line and adjacent to NSN, enter the words “Total Item
Quantity.” This phrase is used in conjunction with the total quantity, unit of issue, unit price,
and dollar amount of the stock number or item cited (see entries for Blocks 20, 21, 22, and
23).
(2) Item Identification--Enter first the most descriptive noun or verb of the supplies
or services to be furnished, supplemented by additional description as prescribed in FAR
Part 10. If multiple accounting classifications apply to the contract, enter the accounting
classification reference number.
(3) Quantity Variance--Enter the quantity variance permitted for the line item in
terms of percentages, indicating whether the percentage is plus or minus and if applicable to
each destination.
(4) Inspection/Acceptance--Enter the point at which inspection/acceptance will take
place.
(5) Preservation and Packaging--Enter the preservation requirements for the item
described. These requirements may be expressed in terms of MIL-STD-2073-1, DoD
Material Procedures for Development and Application of Packaging Requirements, and MILSTD-2073-2, Packaging Requirements, codes. They may also be expressed by reference
to applicable specifications.
(6) Packing--When required, enter the packing level designator and specification,
standard, or document in which the requirements are stated or state the specific
requirements.
(7) Unitization--When desired by the requiring activity, a requirement for cargo
unitization for a particular destination should be specified for shipments involving two or
more shipping containers having an aggregate total of not less than 20 cubic feet or 200
pounds.
(8) Ship To--Enter the DODAAD or MILSCAP H8-1/H8-2 (cage) as appropriate for
the entity code of the ship-to point on the first line and the corresponding name and address
on succeeding lines. If multiple accounting classifications apply to the same line or subline
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item, enter the accounting classification reference number. When several items are to be
shipped to the same point, the code will be listed; but it will not be necessary to repeat the
address.
(9) Delivery Date--When multiple delivery dates apply, enter the required date of
delivery on the same line with ship-to code.
(10) Mark For--Enter the DODAAD or MILSCAP H8-1/H8-2 (cage) as appropriate
for the entity code on the first line and name and address of the ultimate recipient of the
supplies and services on succeeding lines.
20 QUANTITY ORDERED/ACCEPTED--Enter the total quantity ordered for the line
item. If applicable, enter the breakdown on quantities for each ship-to point within the line
item.
21 UNIT--Enter the unit of measure applicable to the line item.
22 UNIT PRICE--Enter the unit price applicable to the line item.
23 AMOUNT--Enter the extended dollar amount (quantity x unit price) for each line item.
24 CONTRACTING/ORDERING OFFICER--Enter the contracting/ordering officer's
signature.
25 TOTAL AMOUNT--Enter the total dollar amount for all line items on the order.
26 thru 42 These blocks are used in the receiving and payment functions. Procedures
for making entries are prescribed by the respective departments.
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PGI 253.215 Contracting by negotiation.
PGI 253.215-70 DD Form 1547, Record of Weighted Guidelines Application.
(a) Use the DD Form 1547 as prescribed in DFARS 215.404-70 and 215.404-71.
(b) General instructions.
(1) Report amounts as they relate to the price of the contract action without regard
to funding status (e.g., amounts obligated).
(2) Express all dollar values to the nearest whole value (e.g., $200,008.55 =
$200,009).
(3) Do not express percentages beyond the nearest thousandth (e.g., interest rate-8.257%).
(4) If the contracting office is exempt from reporting to the DoD management
information system on profit and fee statistics (see PGI 215.404-76), do not complete Block
1, 4, 5, 6, 7, 8, 9, 10, 11, or 12.
(5) Report an option amount for additional quantities as a separate contract action
when exercised.
(6) Even though fixed-price type contract actions are negotiated on the basis of total
price, prepare the negotiation summary portion of the DD Form 1547 showing the
contracting officer's best estimates of cost and profit.
(7) For indefinite-delivery type contracts, prepare a consolidated DD Form 1547 for
annual requirements expected to exceed the certified cost or pricing data threshold.
(8) Prepare a consolidated DD Form 1547, if possible, when multiple profit rates
apply to a single negotiation.
(c) Specific instructions for completion of DD Form 1547.
(1) BLOCK 1--REPORT NO. Enter the four-digit local control number followed by a
dash and the last two digits of the fiscal year (e.g., 0004-06 for 4th action in fiscal year
2006). Each field contracting office participating in profit reporting shall establish a control
system for consecutively numbering completed DD Forms 1547. Always start with 0001 at
the beginning of each fiscal year and always use four digits. This number will identify the
specific DD Form 1547 in DoD's management information system and will be used for
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follow-up actions.
(2) BLOCK 2--BASIC PROCUREMENT INSTRUMENT IDENTIFICATION NO.
Enter the identifying contract number assigned per DFARS subpart 204.16.
(3) BLOCK 3--SPIIN. Enter the supplemental procurement instrument identification
number for supplemental agreements or other modifications, assigned per DFARS subpart
204.16.
(4) BLOCK 4--DATE OF ACTION.
(i) Year. Enter the last two digits of the year the action was negotiated (e.g., 06
for 2006).
(ii) Month. Enter the two-digit number for the month the action was negotiated
(e.g., 09 for September).
(5) BLOCK 5--CONTRACTING OFFICE CODE. Enter the code assigned the
contracting office per DoD Procurement Coding Manual, Volume III.
(6) BLOCK 6--NAME OF CONTRACTOR. Enter the contractor's name (including
division name).
(7) BLOCK 7--DUNS NUMBER. Enter the contractor establishment code number.
(8) BLOCK 8--FEDERAL SUPPLY CODE.
(9) BLOCK 9--DOD CLAIMANT PROGRAM.
(10) BLOCK 10--CONTRACT TYPE CODE. Enter the appropriate code—
Description
FPR (all types)
FPI (all types)
FFP
FP(E)
CPFF
CPIF (all types)

Code
A
L
J
K
U
V

(11) BLOCK 11--TYPE EFFORT. Enter the appropriate code—

Description
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Manufacturing
Research and
Development
Services

1
2
3

(12) BLOCK 12--USE CODE. Enter the appropriate code for use of the weighted
guidelines method—
Description
Standard weighted guidelines method (DFARS 215.404-712(c)(1))
Alternate structured approach (DFARS 215.404-73)
Modified weighted guidelines approach (DFARS 215.404-72)
Technology incentive (DFARS 215.404-71-2(c)(2))

Code
2
4
5
6

(13) BLOCKS 13 through 20--COST CATEGORY OBJECTIVE. Enter the
prenegotiation objectives. Include contractor independent research and development/bid
and proposal in the general and administrative expenses in Block 19.
(14) BLOCKS 21 through 29--WEIGHTED GUIDELINES PROFIT FACTORS.
Enter the amounts determined in accordance with DFARS 215.404-71 or 215.404-72. This
section is not required to be completed when using an alternate structured approach
(DFARS 215.404-73).
(15) BLOCK 30--TOTAL PROFIT OBJECTIVE. Enter the total of Blocks 23, 24, 25,
27, 28, and 29. This section is not required to be completed when using an alternate
structured approach (DFARS 215.404-73).
(16) BLOCKS 31 through 35--NEGOTIATION SUMMARY. Complete as indicated
on the form. For fixed-price type contracts negotiated on a total price basis, enter the
contracting officer's best estimates of cost and profit. When using an alternate structured
approach, see DFARS 215.404-73(b)(2) for offsets.
(17) BLOCKS 36 through 39--CONTRACTING OFFICER APPROVAL. The
contracting officer shall sign the form. Include a complete (with area code) commercial
telephone number to facilitate any follow-up actions.
(18) BLOCKS 96 through 99--OPTIONAL USE. Complete in accordance with
department/agency procedures, if any.
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PGI 253.219 Small Business Programs.
PGI 253.219-70 DD Form 2579, Small Business Coordination Record.
(a) Use the DD Form 2579 as prescribed in DFARS 219.201(10)(B).
(b) General instructions.
(1) The Contracting Officer is responsible for the coordination and completion of the
form.
(2) Coordination on this form is not required when the agency will satisfy a
requirement through the use of a mandatory source listed at FAR 8.002 or FAR 8.003.
(c) Specific instructions for completion of DD Form 2579.
(1) BLOCK 1—CONTROL NO. Reserved for use by the Small Business
Professional to create a unique identification number for each coordination record.
(2) BLOCK 2—PURCHASE REQUEST/REQUISITION NO. Locally assigned
purchase request/requisition number.
(3) BLOCK 3—TOTAL ESTIMATED VALUE. Enter the total estimated value for the
acquisition, including all options. For multiple award task or delivery order contracts, enter
the total estimated value of the entire acquisition including all orders expected to be
awarded.
(4) BLOCKS 4a and 4b—PROCUREMENT INSTRUMENT IDENTIFIER (PIID).
Enter the PIID assigned to the solicitation, contract, or order in Block 4a, and if applicable,
Block 4b. (FAR 4.1601, DFARS 204.1601).
(5) BLOCK 5—Supplementary PIID. Enter the supplementary PIID. (FAR 4.1601,
DFARS 204.1601).
(6) BLOCKS 6a through 6e—CONTRACTING OFFICER NAME, DOD ACTIVITY
ADDRESS CODE (DODAAC), OFFICE SYMBOL, EMAIL ADDRESS, PHONE NO. Enter
the appropriate information in Blocks 6 through 6e.
(7) BLOCKS 7a through 7d:
(i) BLOCK 7a—ITEM and/or SERVICE DESCRIPTION. Enter description of
planned acquisition, including quantity, unique delivery requirements, and other descriptors.
For services, include the type of service and place of performance, and attach a copy of the
Performance Work Statement (PWS), Statement of Work (SOW), Statement of Objectives
(SOO), or other specifications and statements as appropriate.
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(ii) BLOCK 7b—PRODUCT OR SERVICE CODE (PSC). For the Product and
Service Codes Manual, go to http://acquisition.gov.
(iii) BLOCK 7c—NORTH AMERICAN INDUSTRY CLASSIFICATION (NAICS)
CODE. For the NAICS codes and definitions, go to http://www.census.gov/eos/www/naics.
(iv) BLOCK 7d—SMALL BUSINESS SIZE STANDARD. For the applicable
small business size standard, go to http://www.sba.gov/content/table-small-business-sizestandards.
(8) BLOCK 8—PERIOD OF PERFORMANCE/DELIVERY DATES. Enter the
estimated beginning and end dates.
(9) BLOCK 9—PURPOSE OF COORDINATION. Check one box indicating the
purpose of the action being reviewed: Initial Coordination, Withdrawal (see FAR 19.506), or
a Change to the form. Note: Any significant change in the acquisition strategy or plan
described on this form will require reevaluation by the Small Business Professional and the
Small Business Administration (SBA) Procurement Center Representative (PCR), if
applicable.
(10) BLOCKS 10a through 10j—RECOMMENDATION. Check all that apply, e.g., a
small business set-aside could also be a multiple-award. For Blocks 10c through 10d,
attach justification if applicable in accordance with FAR 19.1306(a), and 19.1406(a),
respectively.
(11) BLOCKS 11a through 11c:
(i) BLOCK 11a—ACQUISITION PLAN/MARKET RESEARCH. Attach the
written acquisition plan (FAR 7.104(d)), if required, and the results of market research,
including any resulting justification and approval (FAR 6.3) or sole source/brand name
justification (FAR 13.106 or 13.501). Include findings that demonstrate efforts to locate
qualified small business sources e.g., sources sought (FAR 5.205), requests for information
synopses, or waivers to the nonmanufacturer rule (FAR 19.5) and attach additional pages as
necessary).
(ii) BLOCK 11b—SYNOPSIS REQUIRED. Check “Yes” or “No.” If “No,”
provide explanation and the exception under FAR 5.202, if applicable.
(iii) BLOCK 11c—SMALL BUSINESS PROGRESS PAYMENTS. Check “Yes”
or “No” (DFARS 232.501-1(a)).
(12) BLOCK12—CONSOLIDATED OR BUNDLED. Select either “Consolidated” or
“Bundled,” and check “Yes” or “No” for each. If “Yes,” attach required documentation for
consolidation or bundling (DFARS 207.170) or bundling (FAR 7.107).
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(13) BLOCK 13—SUBCONTRACTING PLAN REQUIRED. Check “Yes” or “No.”
For recommendations 10g, 10h, or 10i, or if Block 12 recommendation is “Yes,” specify
actions that will be taken to maximize small business participation. Consider requirements
of FAR 19.7, acquisition history, anticipated subcontracting goals, market research to identify
small business capability at the subcontract level, source selection evaluation factor for
small business utilization (DFARS 215.304, 215.305), incentives, contract performance
metrics, etc. State detailed objectives for subcontract (attach additional pages as
necessary).
(14) BLOCKS 14a through 14c—ACQUISITION HISTORY:
(i) BLOCK 14a—NEW REQUIREMENT. Check “Yes” or “No” and follow the
applicable guidance for each selection.
(ii) BLOCK 14b—PREVIOUSLY CONSOLIDATED OR BUNDLED. Check
“Yes” or “No” for each. If “Yes,” attach required documentation for previous acquisition. See
DFARS 207.170 or FAR 7.107).
(iii) BLOCK 14c—DETAILS OF PREVIOUS AWARD(S). For each contractor
that received an award for any portion of the immediately preceding acquisition, include the
following information—
—Name and CAGE code.
—Small business socioeconomic categories of the awardee.
—PIID.
—NAICS code and size standard.
—Contract type.
—Period of performance.
—Total contract value.
—Subcontracting History. (Small business subcontracting goal achievement
(CPARS and eSRS data) and any additional small business utilization requirements
included in the contract resulting from a source selection factor used when making the
previous contract award.)
(15) BLOCK 15—CONTRACTING OFFICER SIGNATURE. Complete 15a
through 15d. Digital signature is desired.
(16) BLOCKS 16 through 16-—SMALL BUSINESS PROFESSIONAL/SMALL
BUSINESS DIRECTOR REVIEW. Complete 16 through 16f. Digital signature is desired. If
“non-concur” is checked, attach rationale or include in Block 16f, along with any other
remarks. Block 16c must be completed when any of the conditions in FAR 19.202-1(e)
applies to indicate when the acquisition package was provided to the Small Business
Administration (SBA).
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(17) BLOCKS 17 through 17e—SBA PROCUREMENT CENTER
REPRESENTATIVE (PCR) REVIEW. Complete 17 through 17e (see FAR 19.402(a) when
a PCR is not assigned to the contracting activity or administration office). Digital signature is
desired. If “non-concur” is checked, the PCR shall attach rationale and recommendations or
include in Block 17e, along with any other remarks (see FAR 19.402).
(18) BLOCKS 18 through18c—CONTRACTING OFFICER REVIEW. The
Contracting Officer shall complete this block if the Small Business Professional and/or the
SBA PCR have “non-concurred” in Blocks 16 and 17. Otherwise, the Contracting Officer
shall complete Blocks 18 through 18c. Digital signature is desired. Block 18c shall include
the Contracting Officer’s rationale for decision. Send copies of the completed form to the
Small Business Professional and the SBA PCR within 5 working days if rejecting the PCR’s
recommendation, in accordance with FAR 19.505.
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