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	NOTICE

THESE PROCEDURES APPLY ONLY TO CONTRACTING SUPPORT FROM THE 410th CSB and 410th CSB Components.




Chapter 1
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1.1 Purpose.  This handbook is to provide instructions to Requiring Activity (RA) customers requesting contracting support from the 410th Contracting Support Brigade (CSB).  The handbook is a living document that will be updated periodically to provide the most current information possible.

1.2 Applicability.  The procedures in this handbook apply to all units supported by the 410th CSB and its satellite locations.  These procedures are in effect when 410th CSB is responsible for command and control of contracting support.

1.3 Scope.  This handbook addresses the procedures for requesting contracting support for both contingency and non-contingency operations.  Units may supplement processing procedures as long as they follow the minimum procedures as specified in this handbook.

1.4 General.  The 410th CSB consists of all Contracting Officers, organic and augmentees, under the Principal Assistant Responsible for Contracting (PARC)/CDR, 410th CSB’s warrant authority.     

[bookmark: OLE_LINK15][bookmark: OLE_LINK16]1.5 Procurement Responsibilities.  In accordance with (IAW) Army Regulation (AR) 70–13 Management and Oversight of Service Acquisitions, dated 30 JUL 10, procurement responsibilities breakdown as follows: (See AR 70-13 at http://armypubs.army.mil/epubs/pdf/r70_13.pdf for complete details.)

1.5.1 Requiring Activities (RAs).

	a. Identify and define the requirement to ensure that they are within the mission of the agency. 

	b. Prepare the acquisition requirements package, which includes the acquisition strategy, acquisition plan, independent government cost estimate (IGCE), and a source selection plan, if applicable.  Additional documentation may be necessary such as a justification for other than full and open competition.

	c. Request funding; ensure funds authorizing officials certify the proposed funds are appropriately used within the limits of the particular appropriation.  The funds certification shall be included in the requirements package.

	d. Obtain approval for initiation and/or continuation of any service contract.  The need to attain services through a contract must be justified.  This justification is to be documented on a Request for Services Contract Approval, see Chapter 4, Requesting Procurement of Services, for a link to the fillable approval form and more details.  

	e. Participate in evaluation of proposals. 

	f. Nominate Contracting Officer’s Representatives (CORs) and alternate Contracting Officer’s Representatives to Contracting Officer for approval. (See Chapter 12, Contracting Officer’s Representative, for more information)

	g. Provide other surveillance support personnel, when needed. 

	h. Account for and maintain leased and purchased property.

	i. Complete and file receiving reports to acknowledge satisfactory contract completion or receipt of goods or services through Wide Area Work Flow (WAWF), or on a DD Form 1155, SF 1449, or DD Form 250 as appropriate.

1.5.2 Contracting Officer (KO).

	a. The KO is the U.S. Government’s authorized agent for dealing with contractors and has sole contractual authority to obligate the Government.  The KO performs duties at the request of the requiring activity and relies on the requiring activity for technical advice concerning the procurement of supplies or services. 

	b. The KO has authority to enter into, administer, and terminate contracts and make related determinations and findings and may bind the Government only to the extent of the authority.

	c. The KO is responsible for ensuring performance of all necessary actions for effective contracting, ensuring compliance with the terms of the contract, and safeguarding the interests of the United States in its contractual relationships.

[bookmark: Figure_1_1]1.5.3 Contracting Officer’s Representative (COR).

	a. A COR assists in the technical monitoring or administration of a contract.  CORs must possess the technical expertise, experience, training, and education necessary to monitor contract performance.  Chapter 12 contains additional information on CORs.

1.5.4 Resource Management (RM).

	a. Funding. The RM will review the acquisition requirements package to determine if funds are available and appropriate for the task and correctly enter the information into the Army accounting system (i.e. General Fund Enterprise Business System (GFEBS)).  If the RM does not have access to an Army accounting system, the RM should coordinate funding arrangements with the contracting officer.

	b. The RM will also ensure the requisition document (General Fund Enterprise Business System (GFEBS) document, Purchase Request and Commitment (PR&C) DA Form 3953, Military Interdepartmental Purchase Request (MIPR) or other form as appropriate) is correctly prepared and forwarded to the Contracting Office certifying the funds are available for the required supply or service.

1.5.5 Legal Offices.  Supporting legal offices shall provide legal advice and support as required and requested.

1.6 Acquisition Planning.

	a. Acquisition planning, in accordance with AR 70-13, is a process by which the efforts of all personnel responsible for the acquisition; the requiring activity, logistics, resource management, information management, legal, and the 410th CSB are coordinated and integrated through a comprehensive plan for fulfilling agency needs in a timely manner and at a reasonable cost.  It includes developing the overall strategy for managing the acquisition.  This planning begins when the RA first identifies the need and continues through the entire acquisition process to include receipt and acceptance of the requirement.  When conducting acquisition planning, the RA and RM must take into consideration the time it takes the Contracting Office to process the requirement from receipt of the procurement request through contract award and delivery/period of performance.  Our goal is to process purchase requests within the Contract Action Lead Times (CALT) found at Figure 1-1 on the next page.  Contact the 410th CSB Contract Administration Service (CAS) Section for assistance in the development and review of your PWS, SOW, and QASP (the CALT time does NOT include the PWS/SOW/QASP development and review time). The development and review will better define your requirement and will reduce contracting office processing time. Please contact the CAS section for assistance by email at usarmy.jbsa.acc.mbx.410th-csb-cas@mail.mil.




[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Figure 1-1:  Contract Action Lead Times (CALTs)
CALT = the time (in calendar days) from receipt of a COMPLETE requirements package 
(including finalized PWS/SOW, funding, etc) to the date of contract award

	Type of Requirement and Dollar Value of Proposed Acquisition
	Total CALT (Calendar Days)

	Exercise Requirement ≤ $150K
	60

	Exercise Requirement >$150K
	120

	Competitive  <$25K
	20

	Competitive  $25K but ≤$150K
	90

	Competitive  >$150K but <$500K
	110

	Competitive Supply >$500K
	120

	Competitive Service >$500K
	150

	Sole Source ≤$150K
	90

	Sole Source >$150K
	110

	Delivery Order/Task Order -- IDIQ <$500K
	60

	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Delivery Order/Task Order -- IDIQ  >$500K
	90

	Delivery Order/Task Order -- Multiple Award IDIQ <$500K
	90

	Delivery Order/Task Order -- Multiple Award IDIQ >$500K
	120

	GSA/BPA orders ≤$150K
	60

	GSA/BPA orders >$150K
	110

	Exercise Option
	60-120

	Information Technology <$25K
	45

	Information Technology >$25K but <$150K
	90

	Information Technology >$150K but<$500K
	100

	Information Technology Supply >$500K
	120

	Information Technology Service >$500K
	150

	Construction ≥$2.5K but <$150K
	90

	Construction >$150K
	150+



	b. Acquisition Planning Process.  Consider the following during the acquisition planning process and/or market research.

· Acquisition background and objectives.  What is the requirement and priority?
· Cost/Budgeting and funding.  KO cannot award contract without funds. Performance cannot begin without a contract award.
· Capability or performance.  Also, consider constraints.
· Delivery or performance period requirements.  For services, also consider the mobilization time required for a new contractor prior to the start of the service.
· Trade-offs/Risks.
· Possible sources.
· Project or service descriptions.
· Management information requirements and logistics considerations.
· Government furnished property, information, or services
· Environmental/energy consideration.
· Security considerations.  Special documentation is required (i.e. OPSEC cover sheet and DD254).
· Other considerations. (Service Contract Approval (SCA), Synchronized Predeployment and Operational Tracker (SPOT), IT Waivers, Acquisition Approval Boards, ITAR (International Traffic in Arms Regulation) export controls, etc.)

	
	
	c. During the second quarter of each fiscal year (FY), the 410th CSB publishes an end of the fiscal year acquisition planning guidance memorandum.  The memorandum will list cut off dates for the timely submission of requirements through the end of the subject FY.  Only through compliance with these established dates can the 410th CSB guarantee the successful acquisition of your required supply or service prior to the end of the FY.  Discuss your needs with 410th CSB, plan accordingly, and submit requirements in a timely manner to meet individual mission requirements.

       d. In order to provide insight on the processes involved in effective requirements flow to the 410th CSB for requirements flow and contract execution, two 410th CSB Requirements Process Flow chart are included at Figures 1-2, Garrison Requirements and 1-3, Mission/Exercise Requirements located below.    

1.7 Micro-purchase threshold and Government Purchase Cards (GPC).  

	a. The micro-purchase threshold relates to acquisitions at or below $3,000 for supplies, $2,500 for services, $2,000 for construction, and $15,000/$30,000 for contingencies.  Utilize GPC cards for micro-purchase actions.  See Chapter 14 for GPC Standard Operating Procedures. 

	b. If you have a requirement under the micro-purchase threshold that your GPC official cannot make, then a non-availability memorandum signed by the RA’s commander (there is no special format for this memorandum) must accompany the request for procurement action through your local Contracting Office. 

1.8 Simplified Acquisition Procedures (SAP).

	a. SAP is used for procurement actions between $3K - $150K (non-contingency) and $25K - $1M (contingencies).  

	b. FAR Part 13 requires SAP be used to the maximum extent practicable for all commercial purchases up to $6.5M.

1.9 Market Research. 

	a. Market Research, as defined in FAR 2.101, means collecting and analyzing information about capabilities within the market to satisfy agency needs.  Market Research is the process by which you collect, organize, and analyze information to maximize the capabilities, evaluate available technology and make the most of what is available in the commercial marketplace. 

	b. FAR Part 10 requires agencies, both the RA, when defining their requirement, and the contracting agency (410th CSB), to perform market research on purchases exceeding the micro-purchase threshold ($3K).  The extent of market research varies, depending on factors such as urgency, estimated dollar value, complexity of the requirement, and past experience in purchasing the supply or service.  

	c. Market research does not include the RA getting quotes/offers from vendors - this is the job of the contracting agency.  The Government cannot use quotes and offers provided to RAs during market research to form a contract because they do not meet the FAR competition requirements.

1.9.1 Expediting Your Procurement Action.

	a. Provide a complete, detailed description of the requirement based on your requirement not a vendor’s product.  If the item is to be brand name or equal, in addition to the brand name description you must provide the salient physical, functional, or performance characteristics of the brand name item an “equal” item must meet to be acceptable for award.  Only use brand name or equal descriptions when the salient characteristics are firm requirements.

	b. Review and validate your technical requirements and specifications.  Ensure you use the correct system, item, part number, model number, etc. to describe your requirement.

	c. Provide recent pricing, not historical.  Current internet pricing, recent catalogues, manufacturer, distributor and dealer literature are acceptable.

	d. Identify “must haves” such as customization, modification, warranty.
Figure 1-2:  410th CSB REQUIREMENTS PROCESS FLOW CHART
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NOTES: 
1. FOR SOUTHCOM AND US MILITARY GROUPS (MILGRP):
       	a. First contact your U.S. Embassy Security Cooperation Office (SCO) to see if they can support your requirement(s) through their office. 
b. If the SCO cannot support your requirements, contact should be made with the SOUTHCOM Acquisition Support Center (ASC).  The ASC will assist with the requirements definition process.  Once the requirements package is complete, they will contact the appropriate Service Component Contracting Agency (Army, Navy, Air Force, Marines) and request their requirements package submission acceptance process.  You can contact the SOUTHCOM ASC via email at ombcce@us.southcom.mil or ray.harris@hq.southcom.mil. 
c. Once accepted from the SOUTHCOM ASC, the 410th CSB responsible Regional Contracting Center (RCC)/Regional Contracting Office (RCO) will begin the contract execution process.
d. In any instance, MILGRPS may contact the 410th CSB Ops Section for assistance.  Send email to usarmy.jbsa.acc.list.410th-csb-ops-plns@mail.mil or call 210-295-2419.
e. Requirements package submission to the SOUTHCOM ASC does not constitute submission to the 410th CSB for action.  
f. The SOUTHCOM ASC is not a contracting office nor does it have contracting authority.  It is a contract support agency designated to assist all SOUTHCOM customers with the requirements definition and development process.
FOR MISSIONS AND TRAINING EXERCISES:
a. All units requesting contracting support for missions and/or training exercises, including TCA events, from the 410th CSB should make such requests through the 410th CSB Operations Section on the Request for 410th CSB Contract Support From embedded below, so they determine the best regionally aligned contracting office to support the request.  If necessary, the 410th CSB will integrate our CAS/Policy/SJA sections to conduct pre-award contact with the RA to advise/assist with the creation of the requirements package so it can be a 95% solution prior to GFEBS input/KO execution.

b. Make all requests on the embedded form below to the Operations Section email at usarmy.jbsa.acc.list.410th-csb-ops-plns@mail.mil.

**For your convenience, the Request for 410th CSB Contract Support Form (Rev 2) is embedded below.**


						

FOR ALL OTHER REQUIREMENTS:
a. First contact your local/closest RCC/RCO (see map/POCs on page 2).
b. Once accepted, the RCC/RCO will begin the contract execution process.
c. If you are not sure who your servicing RCC/RCO is, or are having trouble contacting them, please contact the 410th CSB Operations Section for assistance.  Send email to usarmy.jbsa.acc.list.410th-csb-ops-plns@mail.mil or call 210-295-2419. 

      2)  CREATE REQUIREMENTS PACKAGE:
a. Requiring activity will contact the 410th CSB Contract Administration Service (CAS) Section for information on how to build and what is required in an effective requirements package.  Requirements packages differ, but most will need a funding document such as a DD Form 3953 (Purchase Request and Commitment), a Performance Work Statement (PWS) or Statement of Work (SOW), and an Independent Government Cost Estimate (IGCE) or Market Research prior to routing to the 410th CSB through GFEBs.

      3)  REQUIREMENTS ADVISORY BOARD (RAB):
a. ARSOUTH conducts a RAB to review service requirements for approval prior to funding and submission to the 410th CSB.  The POC for the ARSOUTH RAB process is the ARSOUTH G8.  Other 410th CSB customers/requiring activities may or may not have a similar process.  Simply skip this step if your organization does not currently conduct a requirements review board.



Chapter 2

[bookmark: Chap_2_DA_Form_3953]Funding - General Fund Enterprise Business System (GFEBS) and Purchase Request and Commitment (PR&C)

	a. GFEBS is the primary means for submittal of customer funding for requirements.  On a case-by-case base, contracting will accept hard copy PR&Cs (DA Form 3953) and Military Interdepartmental Purchase Requests (MIPRs) (DD Form 448-2).

	b. To ensure correct GFEBS routing of your requirements, utilize the following codes in the Purchasing Groups (PGr) column in GFEBS:

			RCC Americas (410th CSB, FT Sam) 	-- 2CL
			RCO Miami							-- QEX
			RCO Key West							-- 2PX
			RCO Bogota							-- 3FT
			RCO Soto Cano							-- 2QM
			RCO Guantanamo Bay (GTMO)		-- WRZ
 
	c. For on-line training, guidance, and the use of GFEBS, see the website at https://www.gfebs.army.mil. 

	d. PR&C, DA Form 3953.  If you utilize a hard copy purchase requirement document (PR&C), you can find the form at http://armypubs.army.mil/eforms/pdf/A3953.PDF and the guidance on how to complete the form at http://usacac.army.mil/cac2/call/docs/09-27/ap-d.asp.
[bookmark: Figure_2_1]
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Chapter 3
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3.1 Request Procedures.  RAs requesting supplies will perform the following steps:

	a. Prepare the GFEBS document or PR&C, DA Form 3953.

	b. Prepare and submit an IGCE for the cost of supplies for purchases over the SAT ($150K).

	c. Obtain approval from the Property Book Office (PBO) or local supply support activity, ensuring that the supply is not available free of charge from the supply system or Host Nation.

	
	d. Submit the funding document with supporting approvals and documentation, to the local Contracting Office.

	e. When notified to do so, pick up supplies from the receiving point and assist in the completion of receiving documents i.e., DD Form 1155, SF 1449, DD Form 250 or through Wide Area Work Flow.  At acceptance, inspect and document the condition of any Contractor property taken into Government possession.  

	f. Additionally, conduct a final inspection of Contractor leased/rented equipment prior to return to the Contractor.  This is especially critical for leased NTVs, construction equipment or any item operated by US personnel.  A technical inspection by the user is required before acceptance of any equipment for deficiencies, and the inspection will cover the US Government from future claims.

NOTE: We suggest you take before and after photos of both Government and Contractor furnished equipment.

3.2 Commonly Procured Supplies by Class.  The following supplies are examples of those routinely procured during tactical operations if the customer obtains authorization for local purchase:

· Class I, including Fresh Fruits and Vegetables must be approved and certified by the nearest veterinary officer.
· Class II, including office supplies.
· Class III, including bulk and package POL.
· Class IV, including small amounts of lumber.
· Class VI, including personal hygiene items.
· Class VII, including personal computers and other ADPE.
· Class VIII, including medical supplies.
· Class IX, including vehicle repair parts.
· Class X, including ice and bottled water if approved and certified by the nearest veterinary officer only.

3.3 Items Not Procured.  Items not commonly procured locally during tactical operations include the following:

· MILSPEC items, due to the lack of laboratory equipment to verify compliance with the MILSPECs.
· Ammunition, due to the lack of quality control guarantees.
· MTOE equipment.

3.4 Information Technology (IT).  The IT buying volumes of the Army and DoD have spurred efforts among the Services Steering Groups and Agencies Headquarters Groups within DoD to consolidate requirements and leverage that buying power to provide lowest available pricing with value-added benefits. 

	a. The Army’s Computer Hardware, Enterprise Software Solutions (CHESS) program, under PEO EIS, is the mandatory source for commercial IT purchases.  CHESS contracts provide IT products and services that comply with NETCOM, Army and DoD policy and standards.  Purchasers of commercial hardware and software must satisfy their IT requirements by utilizing CHESS contracts and DoD Enterprise Software Initiative agreements first, regardless of dollar value.  Any purchase made outside of CHESS contracts requires a Statement of Non-Availability (SoNA).  A complete list of CHESS contracts and the on-line SoNA process are located at https://chess.army.mil.  If a SoNA is issued and the 

requirement is greater than $25,000 (for OMA funds), then an Army Knowledge Management (AKM) Goal 1 waiver must be obtained (there are exceptions, for example, the items mentioned in the Army G6 Memo embedded below entitled, “Moratorium on Information Technology (IT) Spending” which require a waiver at any price).  Please see embedded Goal1 Waiver file for more details, links and point of contact for the waiver process.  It can take 30 days or more to obtain an AKM Goal 1 waiver; be sure to include this in your acquisition planning timeline.
						
	b. IAW AR 25-1, the Network Enterprise Center (NEC), or equivalent, must coordinate on all IT requirements for compliance with standards, accreditation, net worthiness, Installation Information Infrastructure Architecture (I3A) and similar Army standards.  This also includes all IT micro purchases and Government Purchase Card (GPC) purchases.  Consumables such as diskettes, CDs, toner cartridges, etc. purchased using the GPC does not require NEC approval.  As a reminder, always check local NEC and contracting policies.    



	c. Departments and agencies shall fulfill requirements for commercial software and related services, such as software maintenance, in accordance with DoD ESI (see website at http://www.esi.mil/).  ESI promotes the use of enterprise software agreements (ESAs) with contractors that allow DoD to obtain favorable terms and pricing for commercial software and related services.  ESI does not dictate the products or services to be acquired.

**For your convenience, AKM Goal 1 Waiver file and Moratorium on IT spending Memo are embedded below.**
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4.1 Request Procedures under the Simplified Acquisition Threshold (SAT) (<$150,000).  RAs requesting services will perform the following steps:

	a. Prepare the GFEBS document or PR&C, DA Form 3953.

	b. Prepare a PWS and Quality Assurance Surveillance Plan (QASP) describing the service to be performed.   Contact CAS section at usarmy.jbsa.acc.mbx.410th-csb-cas@mail.mil to assist in the preparation of your PWS/QASP.  (See paragraph 4.3 below for a link to PWS templates for commonly procured services)

	c. Obtain approval according to your unit’s local SOPs, authenticating and prioritizing the request.

	d. Obtain a Request for Services Contract Approval (SCA) Form for all contracted services.  The approval form is required prior to any contract for service or exercise of an option on a service contract.  The first SES/GO in the chain of command must sign the SCA unless he/she has delegated it down one level in writing.  The latest version of the approval form is dated 10 Aug 12, all other versions are obsolete.  Go to the following website for the fillable SCA form: http://www.asamra.army.mil/scra/documents/ServicesContractApprovalForm.pdf

	e. Obtain certified funds from the comptroller/RM.

	f. Submit the GFEBS/PR&C with supporting approvals and documentation (to include OPSEC coversheet, if required) to complete requirements package, to the Contracting Office.


4.2 Request Procedures above SAT (>$150,000).  Same steps as above in paragraph 4.1, except you must provide COR nomination and training documents through the Virtual Contracting Enterprise’s (VCE) COR Module (see Chapter 12 below) and your PWS and QASP must be reviewed and approved by the 410th CSB CAS section prior to submission of your COMPLETE requirements package to your servicing Contracting Office.

	a. Send your PWS and QASP to the 410th CSB CAS section for review at usarmy.jbsa.acc.mbx.410th-csb-cas@mail.mil. The review will better define your requirement and will reduce time required for the contracting office to process your requirement.

4.3 Commonly Procured Services.  The following services are examples of those routinely procured during tactical operations if the customer obtains authorization for local purchase. This list is not all-inclusive. PWS templates for these services are located on the 410th SharePoint at: https://ecc.aep.army.mil/410th/CAS/PWS%20TemplateSample/Forms/AllItems.aspx. 

· Chemical latrines.
· Trash dumpsters and waste removal.
· Lease of portable buildings.
· Cellular telephone airtime.
· Lease of photocopiers.
· Civilian labor.
· Lease of Non Tactical Vehicles with drivers.
· Bus transportation.
· Truck transportation.
· Port services and stevedore services.

4.4 Services not Procured.  Services not routinely procured are personal services; defined as services that, make the Contractor personnel appear, in effect, to be Government employees; a contract characterized by the employer-employee relationship it creates between the Government and the Contractor personnel.



Chapter 5
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5.1 Request Procedures.  RAs requesting construction will perform the following steps:

	a. Prepare the PR&C, Purchase Request and Commitment, or GFEBS document.

[bookmark: OLE_LINK11][bookmark: OLE_LINK12]	b. Prepare and submit an IGCE for projects exceeding $150,000.

[bookmark: OLE_LINK5][bookmark: OLE_LINK6]	c. Prepare a Statement of Work and QASP describing exactly what the project entails.  For project exceeding $150,000, send your SOW and QASP to the CAS section for review at usarmy.jbsa.acc.mbx.410th-csb-cas@mail.mil. The review will better define your requirement and will eliminate time taken for the contracting office to process your requirement. 

	d. Obtain approval from the local Engineer Team or DCS Engineer, authorizing performance of the project.

	e. Obtain approval according to your unit’s local SOPs, authentication and prioritizing the request to the Commander.

	f. Obtain funding certification from the Comptroller’s office/RM.

	g. Submit the funding documentation supporting approvals and documentation to the Contracting Office.



	h. When the project is satisfactorily completed and approved by the quality assurance engineer representative prepare receiving documents i.e., SF 1442, DD Form 250, or through WAWF.

	i. For projects exceeding $150,000, you must provide COR nomination and training documents through the VCE COR Module (see Chapter 12 below).

5.2 Commonly Procured Construction.  The following types of construction projects are routinely procured during tactical operations if the customer obtains authorization for local purchase (OMA funding for a construction project is limited to $750,000 per project or $2M for CD funded projects).

· Building renovation.
· Road building and improvement.
· Barrier erection and lighting.



Chapter 6
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6.1 General.  FOOs shall follow these procedures while operating in a tactical environment under the procurement authority of the 410th CSB.  For guidance on how to perform the functions of a FOO, consult the Center for Army Lessons Learned Handbook, Field Ordering Officer & Paying Agent, Tactics, Techniques and Procedures.  Find the FOO and Paying Agent handbook online at http://usacac.army.mil/cac2/call/docs/09-16/09-16.pdf. 

6.2 Ordering Officer Eligibility.  Only military personnel, or Government civilians, can be appointed as FOOs.  There is no minimum rank required to be a FOO, but personnel nominated for the job must have adequate organizational skills, character, and judgment to perform properly – recommend Soldiers or personnel having logistical experience.

6.3 Training.  Battalion level or separate company commanders request training for Soldiers in their units to be appointed as FOOs.  The local 410th CSB Contracting Office conducts FOO training specific to the mission.  Units maintain records of Soldiers who successfully complete FOO training.  Request training via an informal memorandum to the local 410th CSB Contracting Office.

6.4 Appointment.  The commander requests FOO appointment of properly trained Soldiers for a specific mission or operation.  Sample Ordering Officer Nomination and Appointment letters, IAW Army Federal Acquisition Regulation Supplement (AFARS) 5153.9002, are embedded below.  Commanders request the appointment of specific personnel to be authorized to purchase specific commodities i.e., expendable office supplies, lumber, etc., with a specific dollar limit for each purchase.  The maximum allowable single purchase limit will normally be $3,000.  The 410th CSB Contracting Officer will review the commander’s request and formally appoint the FOO in writing.  Appointments from the 410th CSB Contracting Officer are valid only within the USSOUTHCOM Area of Operations.  

6.5 Standards of Conduct.  FOOs are spending the taxpayer’s money; therefore, they must avoid doing or appearing to do anything improper.  Examples of improper conduct include:

· Accepting anything of value from a vendor doing business with the U.S. Government i.e., meals, baseball caps, coffee cups, pens, etc.  However, you may accept a cup of coffee, tea, soft drink, or other non-alcoholic beverage from a vendor during the conduct of business at the vendor’s office.
· Making purchases from a vendor in which the FOO has a financial interest.
· Seeking private employment with a vendor from whom the FOO is procuring supplies or services.
· Doing anything that might adversely affect the confidence of the public in the integrity of the Government.
· Other:  when in doubt, refer to the DoD 5500.7-R, Joint Ethics Regulation.




6.6 Authority to Purchase.  FOOs are formally delegated authority to purchase items for the Government by a Contracting Officer - not by the FOO’s formal chain of command.  FOOs are solely responsible for obtaining prices and placing orders with vendors.  This authority cannot be re-delegated.  All FOO purchases shall be made on an SF44.

6.7 Funding Purchases.  FOOs must have adequate funds certified in writing by a fund control authority, prior to making a purchase.  At the time of appointment, a FOO is given funds certification on PR&C/GFEBS.  FOOs keep track of funds spent and the remaining balance on the cover of the SF 44 booklet.  The balance is maintained in U.S. dollars, even if the Paying Agent pays the vendors in a foreign currency.  The exchange rate between the foreign currency and the U. S. dollars must be documented on every SF 44 as it is completed.  Making purchases without adequate funds is a violation of the Anti-Deficiency Act.  Funds availability is not the same as having enough cash to pay for purchases.  Although the paying agent accompanying the FOO has enough cash to pay for a purchase, this does not necessarily mean that adequate funds are available for the purchase. 

6.8 Lost SF 44s.  If the FOO loses completed SF 44s, the loss must be reported to the KO as soon as possible.  If the FOO or the paying agent loses a “Copy 1” (white) SF 44 after a purchase has been made, they must recreate the paperwork by submitting a memorandum for record stating the circumstances, dollar amount, and purchase order number.  If the FOO loses other SF 44 copies, photocopies of the original must be obtained.

6.9 Termination.  Prior to their departure from the deployed theater of operations, or at the completion of the period of appointment, FOOs will submit all required reports, used and unused SF 44s, and all other related records to the KO.  When all purchases have been approved and the account reconciled, the KO will issue a letter of termination.  FOOs may also be terminated at the request of the commander who initiated the appointment, or as a result of making unauthorized purchases or other misconduct.  The KO may terminate a FOO without the concurrence of the requesting command.  


[bookmark: OLE_LINK7][bookmark: OLE_LINK8]**For your convenience, a Sample FOO Nomination and Appointment letter are embedded below.**
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Chapter 7

[bookmark: Chap_7]Preparing an Independent Government Cost Estimate (IGCE)

7.1 General.  The IGCE is the RA’s realistic cost factors (services or construction) or price factors (supplies) to support contract funding requirements (the U.S. Government’s estimated cost for supplies, services, or construction a DoD Contractor will incur in the performance of a DoD contract).  All RAs must submit an IGCE with all purchase requests in excess of the SAT ($150K). 

7.2 Format.  The attached files are three example IGCEs for supply, service, and facilities maintenance and service that can be utilized, modified, or you can create a format of your own. 

	a. All IGCEs must be signed and dated by the preparer and preparer’s supervisor, which shall include a statement that the IGCE was developed independently prior to seeking any formal proposals from contractors.  






[bookmark: Figure_7_1]
[bookmark: Figure_7_2]**For your convenience 3 sample IGCEs and the IGCE Desk Book are embedded below.**










Chapter 8

[bookmark: Chap_8]Preparing a Performance Work Statement (PWS) or Statement of Work (SOW)

8.1 General.  

	a. A PWS is for performance-based acquisitions that describes the required results in clear, specific, and objective terms with measurable outcomes.  This is the preferred method for obtaining contracted services.

	b. A SOW defines all non-specification requirements for contractor's efforts either directly or with the use of specific cited documents.


	c. RA’s requesting locally purchased services or construction are responsible for specifying in writing precisely what the KO is to buy, and how the RA will verify that it is getting what it requested.  The PWS/SOW are the documents that specify the service or construction being procured.  

8.2 Performance-Based Contracting (using a PWS) means structuring all aspects of an acquisition around the purpose of the work to be performed.  It means describing the contract tasks in terms of outcomes or results instead of telling a Contractor how to do a task.  

	a. The PWS is key to the solicitation and management of the contract.  The PWS must 

· Focus on the desired outcome of the required tasks.
· Include measurable standards.
· Describe a task in clear, specific objective terms with a measurable outcome.

	b. The work description must be direct enough so there is no question of the desired result but open enough so alternative methods to accomplish the work are possible.  For instance, instead of stating, “The Contractor shall strip, wash, and re-wax the floors every week” (how to do the job), the requirement should state, “The Contractor shall ensure the floors are clean and free of scuff marks.” Creating clear verification standards, in this case for “clean floors,” may take some added definition, but is essential to measuring performance.

8.4 Format. Prior to starting to write a PWS, check with your local Regional Contracting Office (RCO) or Regional Contracting Center (RCC) to see if they already have a sample PWS for the service you require (see para 4.3 above for a link to several PWS templates for specific requirements).  Remember you will need to revise any supplied PWS to fit your current requirement.    

**For your convenience, a PWS template is embedded below.**





8.5 Submittal. For projects exceeding $150,000, send your PWS/SOW to the CAS section for review at usarmy.jbsa.acc.mbx.410th-csb-cas@mail.mil.  The reviewed PWS/SOW must be forwarded to the Contracting Office along with the PR&C or GFEBS funding document and entire requirements package. 

[bookmark: Figure_8_1]NOTE: Everything that the Contractor must do under the contract must be specified in the PWS/SOW.  Lack of specificity in the PWS/SOW causes problems later, delaying contract performance and costing the Government more money.  

[bookmark: Figure_8_2]8.6 Utilize SOWs when there is no leeway for contractor interpretation, and the work must be performed in a more directed manner.  The majority of all work performed under contracts awarded by the 410th are based on PWS procedures.  Therefore, if you believe you have a SOW requirement, in lieu of a PWS requirement, call your RCO or RCC for guidance prior to writing the requirements document.  



Chapter 9

[bookmark: Chap_9]Quality Assurance Surveillance Plan (QASP)

9.1 General.  The QASP is the government generated document that specifies the activities a COR will perform to assure the government will realize the full value of the contracted service per the PWS.  The QASP is supported by the PWS and executed using the Performance Requirements Summary (PRS).  The PRS represents an outline of specific surveillance activities, and is taken directly from the contractor requirements found in the Performance Work Statement.  Technical Exhibit 1 in the PWS template at Chapter 8 includes a PRS template table with instructions. 

9.2 Format.  The QASP consists of written instructions for the COR and a checklist PRS containing items of contract performance which have been extracted from the PWS/SOW.  A QASP must be submitted with each PWS when requesting services or construction.  A QASP template is provided below.  

Government Quality Assurance:  The Government will conduct surveillance on the Contractor’s performance IAW the QASP, PRS, and clauses included in the contract.  The QASP provides the COR an effective and systematic surveillance method for each listed task on the PRS. The Plan is not all-inclusive and the Government may perform surveillance on any task described in the PWS of the contract.  

The Contractor, and not the Government, is responsible for management and quality control actions to meet the terms of the contract.  The role of Government quality assurance is to ensure sufficient tasks are performed to assure contract quality standards are achieved.  The Government recognizes the Contractor is not a perfect manager and that unforeseen and uncontrollable problems do occur.  However, good management and a strong quality control program will minimize those unforeseen problems.  COR’s must be objective, fair, and consistent in evaluating Contractor performance against contract requirements.


[bookmark: OLE_LINK9][bookmark: OLE_LINK10]**For your convenience, a QASP service template is embedded below.**
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Chapter 10

[bookmark: Chap_10]Receiving Supplies or Services

10.1 General.  The RA or Central Receiving Point (CRP), if designated, is responsible for completing a receiving report after the receipt of supplies and/or upon the completion of a service (i.e., lease or repair of equipment).  If a CRP does not receive a commodity, the RA is responsible for conducting an inspection of supplies and/or services for purchased items.

10.2 Receiving Reports.  Receiving reports will be completed through WAWF unless otherwise specified.  (https://wawf.eb.mil/).  If manual receiving reports are required, the Contracting Officer will instruct the designated acceptor to use a DD Form 250, Material Inspection and Receiving Report, as the receiving form for the particular supplies or services.  

10.3 Inspection of Supplies and Services.  

	a. Inspect supplies and services at the time the receiving report is completed and forward a copy to the Contracting Office.  Note discrepancies on the reverse side of the DD Form 250 or on a piece of paper attached to the receiving report; some locally contracted items will be inspected using an inspection checklist provided by the Contracting Officer.  The RA or CRP must contact the Contracting Office to obtain timely assistance in correcting discrepancies.    

		(1) Inspect at the time of receipt.  The RA or CRP should look specifically for obvious damage and for the correct quantity of each item ordered.  

		(2) Inspect items provided by lease at acceptance of the leased items and at the completion of the lease (take before and after photos if possible).  The intent of the inspections are to ensure existing damages to the leased items not caused by the Government are not claimed by the vendor at the conclusion of the lease.  

Figure 10-1:  Example of a Material Inspection and Receiving Report, DD Form 250.[image: 14242_98_1]
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**For your convenience, a DD Form 250 template is embedded below.**



10.4 Wide Area Workflow (WAWF) (https://wawf.eb.mil/)

	a. Background. Traditionally, the Department of Defense (DoD) acquisition process has been paper-based, labor intensive, and heavily dependent upon manual and repetitive data inputs from multiple functional communities. The DoD Paperless Contracting initiative was created in response to the DoD Comptroller’s Management Reform Memorandum #2 of 21 May 1997 -- Moving to a Paper-free Contracting Process.  The DoD WAWF began as a Paperless Contracting prototype application to eliminate paper from the Receipt/Acceptance and Invoice/Payment process of the DoD contracting life cycle. It became operational in FY99.

	b. What is WAWF?  It is a secure Web-based system for electronic invoicing, receipt and acceptance.  WAWF creates a virtual folder to combine the three documents required to pay a Vendor – the Contract, the Invoice, and the Receiving Report.  The WAWF application enables electronic form submission of Invoices, Government inspection and acceptance documents in order to support the DoD’s goal of moving to a paperless acquisition process.  It provides the technology for Government Contractors and authorized DoD personnel to generate, capture, and process receipt and payment-related documentation, via interactive Web-based applications.  Authorized DoD users are notified of pending actions by e-mail and are presented with a collection of documents required to process the contracting or financial action.  It uses Public Key Infrastructure (PKI) to electronically bind the digital signature to provide non-refutable proof that the user (electronically) signed the document with the contents.  More importantly, WAWF helps to mitigate interest penalty payments due to lost or misplaced documents and highlights Vendor offered discounts so that the DoD benefits on both fronts, in addition to streamlining the whole process from weeks to days or minutes.  Benefits include online access and full spectrum view of document status, minimized re-keying and improving data accuracy, eliminating unmatched disbursements and making all documentation required for payment easily accessible.  WAWF is the system that allows DoD to reach its e-invoicing goals and reduce interest penalties due to lost or misplaced documents.

	c. WAWF also provides the capability to electronically capture and submit information in support of the shipment and the receipt of Government Furnished Property (GFP) by the DoD and Vendor activities. This functionality provides all requiring activities, property managers, financial managers, and contractors the capability to access up-to-date information, on a need-to-know basis.


	d. WAWF training is required for all inspectors and acceptors prior to WAWF access by the Group Administer (GAM).  The government inspector is responsible for the inspection of goods and the government acceptor is responsible for the acceptance of goods and/or services on behalf of the government. WAWF web-based training can be found at https://wawf.eb.mil/).

**For your convenience, required WAWF training modules is embedded below.**




[bookmark: Figure_10_1][bookmark: Figure_10_2]


Chapter 11

[bookmark: Chap_11]Documents Limiting Competition 

11.1 General. This information is intended for RA personnel who prepare Justification and Approvals (J&As) for Other Than Full and Open Competition documents in accordance with FAR Part 6; Sole Source Justifications in accordance with FAR part 13; Limited Sources Justification and Approvals (LSJA) documents in accordance with FAR 8.405-6/DFARS 208.405.70; or Exception to Fair Opportunity in accordance with FAR 16.505(b)/DFARS 216.505-70.  

	a. When RAs submit purchase requests for goods or services from sole-sources (no matter how many re-sellers there are) or with a required delivery date, which does not allow adequate vendor competition, then they are responsible for preparing a document justifying limited competition.  RA personnel should contact their servicing Contracting Office to discuss which document/template is appropriate.  The type of document is determined by where the supply or service will be purchased.  Examples: (1) computer hardware and software supplies are generally purchased using CHESS and limiting competition on CHESS requires an Exception to Fair Opportunity document; (2) if competition will be limited while purchasing an item or service on GSA, a Limited Sources Justification and Approval document is needed. 

[bookmark: P82_10998]11.2 Sole Source/Brand Name Only. The majority of the sole source requirements processed by 410th CSB are based on: 

	a. “Only one responsible source” or “no other supplies or services will satisfy agency requirements”. 

	b. Unique supplies or services available from only one source or only one supplier with unique capabilities.

	c. Existence of limited rights in data, patent rights, copyrights or secret processes; control of basic raw material; or other circumstances that make the supplies or services available from only one source.  

11.3 Unusual and Compelling Urgency.  Unusual and compelling means that your needs for the supplies or services are of such an unusual and compelling urgency that the Government would be seriously injured unless you are permitted to limit the number of sources from which we solicit quotes or proposals.  This means that the delay in the award of the contract would result in serious injury, financial or other to the Government.  The FAR goes on to state that “Contracting without providing for full and open competition shall not be justified on the basis of ‘A lack of advance planning by the requiring activity’ or ‘Concerns related to the amount of funds available (e.g., funds will expire) to the agency or activity for the acquisition of supplies or services.’”  This exception to competition may be used only in extreme circumstances and should not be relied on as a safety net. 

11.4 Format.  When preparing a J&A, LSJA, or Exception to Fair Opportunity use one of the following embedded formats.  




**For your convenience, five J&A examples are embedded below.**






[bookmark: _MON_1458991960][bookmark: _MON_1458992032][bookmark: _MON_1458992067][bookmark: _MON_1458992091]					



[bookmark: Figure_11_1]Chapter 12

[bookmark: Chap_12]Contracting Officer’s Representative (COR)

12.1 Contracting Officer’s Representative (COR).

	a. CORs shall be designated for acquisition of service contracts in support of Army requirements before contract award.  RAs shall nominate CORs to the contracting officer for approval; the COR shall be nominated by their supervisor.  A COR must be an employee, military or civilian, of the U. S. Government, a foreign government, or NATO/Coalition partners.  In no case shall contractor personnel serve as CORs.  Nominated CORs must be trained and qualified as set forth in Army Contracting Command (ACC) Pamphlet 70-1, Interim Army Contracting Command – Contracting Officer’s Representative Policy Guide, dated 26 March 2010.  
CORs must complete the attached required training prior to COR appointment in accordance with the DOD Standard for Certification of COR for Service Acquisitions as outlined in the Under Secretary of Defense Memorandum dated March 29, 2010.  The COR type appointment and training is based upon the evaluation of risk factors for the requirement and the type training determination is made by the contracting officer.

**For your convenience, the Standard for Certification and COR Training by Type are embedded below.**  




[bookmark: _MON_1458992704] 


To schedule 410th CSB Comprehensive COR training, send an email to usarmy.jbsa.acc.mbx.410th-csb-cas@mail.mil or go to SharePoint for training forms and additional information at: https://ecc.aep.army.mil/410th/CAS/COR%20Training/Forms/AllItems.aspx

	b. All personnel shall use the Virtual Contracting Enterprise’s (VCE) COR Module at https://cor.army.mil/ when nominating CORs, tracking CORs, appointing CORs, and revoking COR appointments.  To register in VCE, you must first have an Army Knowledge Online (AKO) account.  If you do not, instructions for registering in AKO are included below.

**For your convenience, a VCE Users Guide is embedded below.**  




	

Note:  All other COR related documents can be found at the “Local Guidance, Forms, and POCs” tab on the left-hand side of the COR module homepage on VCE. 

· Once the Local Guidance, Forms, and POCs page has opened, click on the dropdown “select a Contracting Command” and select “ECC”. 

· Next click the dropdown “select a Contracting Site” and then select “410th CSB”.

	c. When a COR departs the unit or will no longer be the COR for the specified contract, the RA is required to submit a request for COR termination to the KO.  The RA is required to provide and nominate a new COR to replace the outgoing COR.  If the RA does not provide a new COR for nomination, the KO may/will terminate the contract.


**For your convenience, a COR request for Termination Letter template is embedded below.**





	d. COR appointments are required for procurements if – 

· The total dollar value (including options) for services is greater than $150,000;
· The contract or action is for complex services;
· The contract or action is for a critical service in which the failure of the service could injure personnel or jeopardize a vital agency mission;
· Prior contractor past performance indicates a need for Government oversight; or, 
· The KO otherwise determines a COR is needed.

[bookmark: s12-5e]	e. The COR functions as the "eyes and ears" of the contracting officer in the post-award phase by monitoring and documenting the contractor's technical performance. The COR is responsible for technical administration of the contract and shall represent the government in technical phases of the work.  Examples of important COR duties include, but are not limited to, the following: 

[bookmark: s22-5e(1)]	(1) Conducting contract surveillance to ensure that services meet the performance standards set forth in the contract.

[bookmark: s22-5e(2)](2) Inspecting and accepting or rejecting work performed under the contract, including review/approval of reports. It is essential that the COR inform the contracting officer immediately, in writing, upon discovering that the contractor is not performing in accordance with the terms of the contract. 

[bookmark: s22-5e(3)](3) Resolving technical issues arising under the contract that fall within scope of the COR's authority, and referring to the contracting officer any issues that cannot be resolved without additional cost or time. 

[bookmark: s22-5e(4)](4) Reviewing, approving, and processing the contractor's vouchers or invoices and expenditures of resources relating to the contract. 

[bookmark: s22-5e(5)]	(5) Informing the contracting officer, in writing, of any needed changes in the PWS, PRS, or QASP. 



Chapter 13

[bookmark: Chap_13]Ratification of Unauthorized Commitments (UACs)

13.1 General. The regulations relating to unauthorized commitments (UACs) are found under AFARS 5101.602-3, Ratification of Unauthorized Commitments.  It is advised that you contact your local Contracting Office for advice before starting any action on your UAC.  Use the template embedded below to assist in processing any UACs.
	a. An UAC is any 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.  Only warranted contracting officers have authority to enter into agreements on behalf of the Government.  All non-contracting officers who enter into agreements with vendors for supplies or services are entering into those agreements as individuals and will be held personally liable for paying for the good or services provided.  To avoid being held personally liable, a Government representative who enters into an unauthorized agreement may submit a request to a contracting officer to ratify the agreement.  “Ratification” is the act of approving a UAC by an official who has the authority to do so.  (This guidance does not apply to GPC transactions.  Please contact your Agency Program Coordinator (A/OPC) for detailed instructions concerning the GPC Ratification Process.)

	b. The procedures for requesting ratification are paperwork intensive on the part of the individual who caused the unauthorized commitment.  Processing the paperwork does not guarantee that it will be approved.  If a ratification is not approved, the individual who caused the commitment may find they are liable and must pay the vendor/contractor.  The individual’s commander may impose, based upon the circumstances, other disciplinary action as appropriate.  

13.2 UAC Ratification Procedures.

[bookmark: P232_28799]	a. When you suspect an UAC has occurred, immediately notify the 410th CSB KO to begin the UAC ratification process.  The individual who made the UAC shall notify their Commander, Director, or Staff Chief as appropriate.  The RA’s Commander shall complete a Request for Approval of Unauthorized Commitment (UAC Form) after learning of the existence of the UAC.  The UAC form, which has detailed explanations for each entry required, is completed in conjunction with AFARS 5101.602-3-90 Ratification Procedures, see embedded UAC and Ratification Guide below for more details.  The documentation shall include:

· A signed statement by the individual who committed the UAC, describing the circumstances, the reason normal contracting procedures were not followed, what bonafide Government requirement necessitated the commitment, the benefit received by the Government and its value, and any other pertinent facts; and
· All other relevant documents to include: orders, invoices, or other evidence of the transaction.
· Commander concurrence/non-concurrence with the verification of the accuracy and completeness of the documentation;
· Describe the measures taken to prevent a recurrence of unauthorized commitments, including a description of any disciplinary action taken; and
· Provide a complete purchase description and funding for the ratifying contract.  All appropriate approval levels and fund certifying officers must sign the purchase request.  Additionally, the RM Office must endorse the package with a statement that “Funds are available now and were available at the time the unauthorized commitment was made.”
· The Commander will concur/non-concur with the ratification and forward the documentation to the 410th CSB with an endorsement. 

	b. The contracting officer will review the ratification package for adequacy of all facts, records, and documents furnished and request any additional materiel that may be required.  The contracting officer then forwards the complete package to the PARC office for legal review/concurrence.  Once legal conducts its review, the packet is returned to the contracting officer who then makes a recommendation to the Contracting Office Chief or other ratification authority whether or not the transaction should be ratified and reasons for the recommendation.  If the recommendation is not to ratify the UAC, then a recommendation will include whether or not the matter should be processed under FAR Part 50 as a GAO claim or some other way.  The 410th CSB Office Chief has the authority to approve ratifications under $10,000.  Ratification packages $10,000.00 - $100,000 must be forwarded to the Principal Assistant Responsible for Contracting (PARC) for ratification.  Ratification packages exceeding $100,000 must be forwarded to the Head of Contracting Activity (AMC, Headquarters) for ratification.

[bookmark: OLE_LINK13][bookmark: OLE_LINK14]**For your convenience, the UAC Form and Ratification Guide are embedded below. ** 



Pages 6 and 7 of the guide provide instructions on how to fill out the UAC form.

Chapter 14

[bookmark: Chap_14]Government Purchase Card (GPC) Standard Operating Procedures

14.1 General.  The Army Federal Acquisition Regulation Supplement (AFARS) Appendix EE, Department of the Army Government Purchase Card Operating Procedures (PCOP), found at http://farsite.hill.af.mil/vfafara.htm, governs Army GPC operating procedures. 

14.2 Delegation of Procurement Authority.  Chiefs of contracting offices (CoCO) shall delegate purchasing authority to GPC cardholders.  Billing officials are designated by a letter of delegation, in writing by the CoCO and as shown on DD Form 577 to validate micro-purchases and to verify that requests meet the criteria as listed in AR 710-2, paragraph 2-6m. 

14.3 Single Purchase Limits.  The GPC is limited by a single purchase limit (SPL). For most cards, the SPL is the micro-purchase threshold as defined in FAR 2.101.  Currently for goods, that is $3,000.  For services subject to the Service Contract Act, the limit is $2,500.  For construction subject to the Davis-Bacon Act, the limit is $2,000.  When the GPC cardholder has an authorized SPL greater than $3,000, the card is generally considered a “method-of-payment” card (see DFARS 213.301 and The Army Purchase Card Operating Procedures (PCOP), AFARS Appendix EE).

14.4 Pre-Purchase Approval Procedures

        a. Requestor completes the 410th GPC Purchase Approval Form embedded below (or equivalent) and routes to each signatory on the form.  

        b. For IT-related items (equipment, hardware, hardware accessories, software, etc.), as described in AR 25-1, paragraph 1-6, a completed Information Technology Request (ITR) is required.  The ARSOUTH ITR is embedded below as an example.  Obtain approval and signature from the IT Supervisor. Indicate the ITR control number (as applicable) on the GPC pre-purchase approval form and attach the ITR to the request.

**For your convenience, the ARSOUTH ITR from is embedded below. **


[bookmark: _MON_1459601902]						

        c. The Billing Official’s signature on the purchase approval form serves to verify that adequate funding is available.

        d. For GPC action at GTMO, O-6 or above approval is required for all actions >$10K.

14.5 Responsibilities

        a. Cardholder (CH) but not “method of payment” (MOP) CH:

           (1)  Complies with all regulations listed above and acts in accordance with authorization and documentation procedures in purchasing nonexpendable, expendable, durable supplies and equipment, or services.
 
           (2)  Ensures the billing official (BO) approves all 410th GPC Purchase Approval Forms and e-mails requests for nonexpendable or durable items to the appropriate Property Book Officer (PBO) for determination of property accounting requirements PRIOR  to the actual order for/purchase of commodities. Requests for use of the GPC for services and expendable items do not require PBO pre-purchase approval (Ensure expendable items are not available through 
Agency Inventories – statement of non-availability is required prior to making a buy through commercial sources, See FAR Part 8, Required Sources before purchasing from a commercial source).  For ARSOUTH, requests billed to exercise funds must be clearly labeled with the exercise name. Requests will be sent to the PBO within five business days of the date of the BO’s signature. If not received within five business days, the PBO will reject the request to determine whether the items are still needed and if funding is still available.

          (3) 	 Reports unplanned nonexpendable and service requests to the BO and durable purchases to the PBO within two working days of the purchase.  GPC cardholders will deliver documentation for nonexpendable and durable items, with serial numbers, to the supply sergeant within two working days of the purchase.  The PBO/supply sergeant will catalog the item(s), prepare issue documentation for property book or hand receipt accounting, and issue the equipment to the authorized hand receipt holder.

          (4)  The BO may authorize purchases verbally or telephonically on a case-by-case basis due to immediate mission requirements. If the BO approves purchases verbally, it is the responsibility of the cardholder to submit supporting documentation (receipts), along with a GPC purchase approval form, to the BO, and to the PBO if nonexpendable or durable items are purchased, within two working days of the purchase.

          (5)  In conjunction with the BO, establishes and maintains a complete log for all credit card purchases.  The use of 410th GPC Purchase Approval Form, the 410th GPC Validation of Documentation for Complete Purchase Record Checklist (both embedded below) and the purchase card log located in U.S. Bank’s  system (AXOL) are mandatory.  At a minimum, the log will contain the date the item or service was ordered, the merchant’s name, the dollar amount of the transaction, a description of the item or service ordered, and an indication of whether or not the item was received.  The cardholder will print out the purchase card log for that billing cycle, attach it to the required documents/receipts and present it to the approving official.  The GPC cardholder will present the log and receipts to the PBO quarterly for a reconciliation to determine whether any of the purchases require additional property accountability action. (Above required for other than GFEBS/SCCS (Single Charge Card Solution) funded transactions.  See local RM if in doubt.) 

          (6)  Scans and e-mails receipt(s) for nonexpendable and durable items to appropriate PBO within 48 hours of purchase.
 
          (7) Questionable purchases. After conferring with the 410th CSB A/OPC, the CH shall consult the Command Judge Advocate if the products/services to be purchased are questionable.  This inquiry could also be warranted if funds type is in question.

          (8) Log Maintenance. The CH shall maintain a log of all purchases and obtain receipts for each purchase made. The GPC Purchase Log can be modified to track target funding balance.  Ensure adequate funds are available for the item(s) prior to purchase. (Above required for other than GFEBS/SCCS (Single Charge Card Solution) funded transactions.  See local RM if in doubt.)

          (9) Order Processing. The CH shall create a manual order for every transaction placed on the card in AXOL Order Management. Enter the data in Access Online within 24 hours of processing the charge (i.e., providing card number to vendor). (Above required for other than GFEBS/SCCS (Single Charge Card Solution) funded transactions.  See local RM if in doubt.)

          (10) Statement Approval and Certification. CHs and BOs are required to utilize AXOL on a monthly basis to approve and certify purchases. CHs and BOs should refer to the training material at https://wbt.access.usbank.com  for clarification and examples.  Within three (3) business days of the end of the billing cycle (usually the 19th of each month), the CH shall review, match transactions, and approve all transactions. CHs shall maintain all supporting documentation to include: receipts, invoices, correspondence with vendors, packing slips, etc.  NOTE: Recommend the CH review/approve transactions as they post to the account throughout the cycle. All purchase card transactions appear in AXOL.  For filing purposes, the CH prints a hard copy of the Cardholder Statement of Account (SOA). The CH shall review and confirm the transactions then sign and date the hard copy.  A folder with this and all transaction documentation is created and maintained for BO's monthly review and certification.

           (11) Dispute Resolution. To avoid delinquencies, the CH shall make every attempt to resolve a merchant dispute as early as possible.  To avoid interest accrual, the entire account must be reconciled and disputed transaction(s) recorded to avoid appearing as a delinquency.  The process is to pay accounts in full (known as Pay and Confirm) and then track disputed transactions to a successful completion.  The CH will follow the steps for dispute resolution that appear in AXOL under Transaction Management and the transaction list.  CH and BO have a total of 60 days (from transaction posting date) to submit a formal dispute.

           (12) Transaction File Documentation. CH shall file all documents (i.e., 410th GPC Purchase Approval Form, 410th GPC Validation of Documentation for Complete Purchase Record Checklist, SOA, receipts, ITRs, etc.) in a folder labeled with the applicable month and year for each billing cycle.  Once the cycle's transaction(s) is approved/reconciled, CH will submit the file to the BO, who is required to maintain these records.  Include with each month's folder, a printed copy of the Card Account Summary with Transaction List from AXOL.  Label Folders essentially as follows:

FYXX GPC Statements Date: 20 March 20XX - 19 April 20XX
Destroy: YYMMDD (6 years and 3 months from payment date)

Within five (5) business days after the end of the billing cycle, the BO (or Alternate BO) shall review, final approve, and certify the monthly statement.

            (13) Profile File Documentation. In addition, CHs and BOs shall maintain a separate profile folder. CH and BO files will include purchase card training certificates, copy of set-up forms, appointment letters/letters of delegation, DD577s and any other pertinent data related to their CH or BO roles and responsibilities.

            (14) Destroying Cards. When a GPC is no longer needed, the CH will notify the cognizant BO who will then notify the A/OPC.  These actions should be carried out as soon as it is known that the card is no longer to be used and that it can be destroyed.  After coordination with the A/OPC, the card will be destroyed and confirmation given to the A/OPC.  The A/OPC then terminates the card and no further transactions against that account are possible.  The A/OPC will notify the appropriate PBO when a CH’s name is to be deleted from the system.  These actions should be well coordinated in such a manner as to not interrupt the use of the card to satisfy mission requirements.  If the CH is no longer available to conduct final actions against the account, the BO shall act on behalf of the CH, if needed, within AXOL.

	b. Method of Payment (MOP) Cards. MOP cards are to be issued to contracting professionals (contracting officers/specialists) within the GS-1102 or 51C job series.  These cardholders will submit transactions to their billing officials on a monthly basis for manual submission to DFAS.  Typically these cards will be used to make payments against contracts that specify the credit card as a method of payment and not as a purchase card.  Contracting professionals are not expected to use the GPC as a purchase card instrument.  Exception:  Convenience checks issued to contracting professionals for cases when a vendor will not accept the GPC for payment but will accept a check.

     c. Billing Official (BO):

        	(1) Approves 410th GPC Purchase Approval Form submitted by the cardholder. 

        	(2)  Reconciles purchases with cardholders and certifies billing statements with the US Bank AXOL system within five (5) days after the billing cycle ends.

        	(3)  Ensures accountable property is reported to the appropriate PBO for property book accounting procedures.

        	(4)  Investigates all questionable purchases. Ensures all purchases are for official government use and the items were authorized for purchase by the appropriate local purchase authority, i.e. Common Table of Allowances, Army Regulation, Technical Manual, or Field Manuals.

       	(5)  Maintains GPC statements of accounts and all original supporting documentation for six years and three months following the cycle close date.   
                                                                                                                                                                                                                                                  d. S4 and Property Book Office:  

           	(1)  Checks daily for GPC Purchase Approvals and receipts; reviews and returns requests to the CH within one business day. 

           	(2)  Determines if purchased items require property book accounting. When required, catalogs and enters purchased items into the property book and prepares issue documents for unit supply personnel. 

           	(3)  GPC Purchase Approval requests for exercise, e.g., New Horizons and Beyond the Horizon, purchases will be processed through the G4 PBO.  The PBO will then assign expendable or nonexpendable document numbers as required. 

           	(4)  Quarterly review of GPC receipts will be conducted by the PBO to ensure accountability is established for non-expendable equipment.

           	(5) Accountable and durable items ordered will be shipped to the mandatory central receiving point.

           	(6) PBOs will track “unplanned” purchases of accountable and durable items for developing advance support requirements for exercises, conferences, and special programs/projects and to review repeated occurrences for possible curtailment of the privilege.

           	(7) PBOs will publish the mandatory receiving point for delivery of nonexpendable and durable items purchased with the GPC. Cardholders must instruct vendors to specify the document number assigned by the PBO/Supply Sergeant in the ship-to address.

14.6 Resource Management (RM) (G8)

     a. Budget analysts in the RM office responsible for funding the cardholder’s directorate/activity/unit will fund GPC purchases using the “bulk” fund method in lieu of creating and citing unique accounting classifications for each individual GPC purchase.  The budget analyst commits funds in the GFEBS using a Funds Pre-commitment Document at a level commensurate with anticipated purchases for a given quarter (monthly during a continuing resolution).  The budget analyst will prescribe a single or multiple lines of accounting (LOA) to each GPC depending on the number and “color” of funds that fund that activity’s GPC.

     b. Additional duties for the RM include:

	(1) Coordinates GPC funding and spending limits with the BO and 410th CSB (i.e., assignment of credit and cycle limits)

	(2) Establishes funding for each account, at either the CH or BO level and ensures CHs stay within established funding levels

	(3) Assists the 410th CSB in establishing and maintaining BO and CH accounts in AXOL and PCOLS 

	(4) Assigns default and alternate LOAs as appropriate

	(5) Ensures obligations are posted prior to the submittal of an invoice – if responsible for non-EDI accounts

	(6) Assists with resolving accounts that are in a delinquent status and providing payment information when requested

	(7) Assists the 410th CSB with the surveillance of assigned accounts
 
14.6 Points of Contact

      a. For additional information, contact your local GPC A/OPC or Mr. John Reedy, john.s.reedy.civ@mail.mil, at COMM: 210-295-6131 or DSN: 421-6131.

**For your convenience, the 410th CSB GPC Purchase Approval Form and Validation of Documentation for Complete Purchase Record are embedded below. **



											


Chapter 15

Abbreviations and Glossary

15.1 Abbreviations.

	A/OPC
	Agency/Organization Program Coordinator

	AR
	Army Regulation

	BO
	Billing Official

	CH
	Cardholder

	CHESS
	Computer Hardware, Enterprise Software and Solutions

	COR
	Contracting Officer’s Representative

	CPARS
	Contractor Performance Assessment Reporting System

	CRP
	Central Receiving Point

	CSB
	Contract Support Brigade

	DFARS
	Department of Defense Federal Acquisition Regulation Supplement

	DOD
	Department of Defense

	DPAP
	Defense Procurement and Acquisition Policy

	ESI
	Enterprise Software Initiative

	FAR
	Federal Acquisition Regulation

	FOO
	Field Ordering Officer

	GFEBS
	General Fund Enterprise Business System

	GPC
	Government Purchase Card

	HCA
	Head of Contracting Activity

	IGCE
	Independent Government Cost Estimate

	IT
	Information Technology

	KO
	Contracting Officer

	LOA 
	Line of Accounting

	MOP
	Method of Payment

	PARC
	Principal Assistant Responsible for Contracting

	PBO 
	Property Book Officer

	PCOLS
	Purchase Card Online System

	PEO
	Program Executive Office

	PR&C 
	Purchase Request and Commitment

	PRS
	Performance Requirements Summary

	PWS
	Performance Work Statement

	QASP
	Quality Assurance Surveillance Plan

	QCP
	Quality Control Plan

	SAT
	Simplified Acquisition Threshold

	SOW
	Statement of Work

	SOA
	Statement of Account

	SPL
	Single Purchase Limit

	RA
	Requiring Activity

	RCC 
	Regional Contracting Center

	RCO 
	Regional Contracting Office

	RM
	Resource Management

	UAC 
	Unauthorized Commitment

	UIC
	Unit Identification Code

	VCE
	Virtual Contracting Enterprise

	WAWF
	Wide Area Work Flow


								
15.2 Glossary.	

· Commercial Off-the-Shelf (COTS) Products Commercial items that require no unique Government modifications or maintenance over the life cycle of the product to meet the needs of the procuring agency. This implies an existing product that requires no new or further development.

· Contract A mutually binding legal relationship obligating the seller to furnish the supplies or services (including construction) and the buyer to pay for them. It includes all types of commitments that obligate the Government to an expenditure of appropriated funds and that, except as otherwise authorized, are in writing. In addition to bilateral instruments, contracts include (but are not limited to) awards and notices of awards; job orders or task letters issued under basic ordering agreements; letter contracts; orders, such as purchase orders, under which the contract becomes effective by written acceptance or performance; and bilateral contract modifications. Contracts do not include grants and cooperative agreements covered by 31 USC 6301, et seq.

· Contract Modification Any written change in the terms of a contract.

· Contracting Officer’s Representative (COR) An individual designated in accordance with DFARS 201.602–2 and authorized in writing by the Contracting Officer to perform specific technical or administrative functions.

· Contractor Manpower Reporting (CMR) A process of reporting the collection of information on funding source, contracting vehicle, organization supported, mission and function performed, and labor hours and cost for contracted efforts. The CMR enables the Army to fully understand the composition of the Army workforce—military, civilian, and contractor and allows for more informed workforce staffing and funding decisions. The CMR provides better oversight of the workforce, avoids duplication of effort or shifting of in-house reductions to contract, and better accounts for and explain the total Army workforce.

· Contracting Activity An element of an agency designated by the agency head and delegated broad authority regarding acquisition functions.

· Delivery Order An order for supplies placed against an established contract or with Government sources.

· Direct Acquisition A task or delivery order placed by a DOD official under a contract awarded by a non-DOD agency. The term includes an order placed against the General Services Administration Federal Supply Schedule.

· End item of Supply All property, except land or interest in land, delivered under a line item of a Government contract.

· Full and open competition When used with respect to a contract action, means that all responsible sources are permitted to compete.

· Funding Authorizing Official A funding authorizing official is the individual who executes the funds authorization portion of DD Form 448 (Military (Interdepartmental Purchase Request (MIPR)) (blocks 14–17), or other equivalent form used to provide funding to a non-DOD organization in support of an order for supplies or services, certifying that funds for the procurement are properly chargeable to the allotment(s) provided and that the available balances are sufficient to cover the estimated price of the order.

· Funding Certifying Official A funding certifying official is the individual who executes the fund certification portion of the commitment document (for example, DA Form 3953 (Purchase Request and Commitment) (blocks 19–22) or other equivalent form) certifying that the supplies or services being requested are properly chargeable to the allotment(s) provided, that available balances are sufficient to cover the cost thereof, and that funds have been committed.



· Non-personal Services When personnel rendering the services are not subject, either by the contract’s terms or by the manner of its administration, to the supervision and control usually prevailing in relationships between the Government and its employees.

· Organizational Conflict of Interest Because of other activities or relationships with other persons, a person is unable or potentially unable to render impartial assistance or advice to the Government, or the person’s objectivity in performing the contract work is or might be otherwise impaired, or a person has an unfair competitive advantage.

· Performance-Based Contracting Structuring all aspects of an acquisition around the purpose of the work to be performed with the contract requirements set forth in clear, specific, and objective terms with measurable outcomes as opposed to either the manner by which the work is to be performed or broad and imprecise statements of work.

· Personal Services A contract that, by its express terms or as administered, makes the contractor personnel appear to be, in effect, Government employees.

· Quality Assurance Surveillance Plan (QASP) The various functions, including inspection, performed by the Government to determine whether a contractor has fulfilled the contract obligations pertaining to quality and quantity. A planned and systematic pattern of all actions necessary to provide adequate confidence that adequate technical requirements are established; products and services conform to established technical requirements; and satisfactory performance is achieved.

· Requiring Activity The Army organization that actually receives the benefit of the goods or services provided by the service contract. In most cases the requiring activity will be the organization that both pays for and receives the benefit of the contract service being purchased. There are cases however, when the contract services paid for by one organization actually benefit a different organization. In this case the benefiting organization is the requiring activity. 

· Services Identifiable tasks to be performed, rather than the delivery of an end item of supply.

· Service Contract A contract that directly engages the time and effort of a contractor whose primary purpose is to perform an identifiable task rather than to furnish an end item of supply. A service contract may be either a non-personal or personal services contract. It can also cover services performed by either professional or nonprofessional personnel whether on an individual or organizational basis. Some of the areas in which service contracts are found include the following:

· Maintenance, Overhaul, Repair, Servicing, Rehabilitation, Salvage, Modernization, or Modification of Supplies,
· Systems or Equipment.
· Routine Recurring Maintenance of Real Property.
· Housekeeping and Base Services.
· Advisory and Assistance Services.
· Operation of Government-Owned Equipment Facilities, and Systems.
· Communications Services.
· Architectural Engineering.
· Transportation and Related Services.
· Research and Development.

· Sole Source A contract for the purchase of supplies or services that is entered into or proposed to be entered into by an agency after soliciting and negotiating with only one source.

· Sources Sought The mechanism used to determine potential sources through transmittal of a notice to FedbizOps, that is, advertising the requirement so that potential sources are aware of the Army’s requirements and can demonstrate their potential capabilities.

· Task Order An order for services placed against an established contract or with Government sources.
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UAC Fillable Form.pdf


REQUEST FOR APPROVAL OF UNAUTHORIZED COMMITMENT 
FEDERAL ACQUISITION REGULATION (FAR) 1.602-3  


AMOUNT ($) TO (Contractor Name and Address)  


FOR (Item or Service) DATE OF COMMITMENT  


COMMITTING ACTIVITY/UNIT 


PART I - DESCRIPTION OF COMMITMENT AND UNIT COMMANDER'S REVIEW 
AUTHORITY: FEDERAL ACQUISITION REGULATION (FAR) 1.602-3  


ARMY FEDERAL ACQUISITION REGULATION SUPPLEMENT (AFARS) 5101.602-3.  


The individual making the unauthorized commitment shall complete items 1-5 of Part I, Section A, provide the required documentation, sign, date,   
and forward to his/her immediate supervisor for completion of Items 6 & 7.  The immediate supervisor shall then forward the file to the appropriate   
individual (Unit Commander, Director or Activity Chief) for completion of Part I, Section B.  The complete file shall be forwarded  through 
command channels to the Director of the Contracting Office supporting the unit.  All information shall be completed in detail.


SECTION A - COMMITMENT CIRCUMSTANCES 
(Completed by individual making the unauthorized commitment and supervisor of that individual.  Following immediate supervisor's completion  
of Part I, Section A, Items 6 & 7, forward through command channels to Unit Commander, Director or Activity Chief (first O6 or equivalent).   


1. STATEMENT BY INDIVIDUAL DESCRIBING CIRCUMSTANCES 


2.  EXPLAIN WHY NORMAL PROCUREMENT PROCEDURES WERE NOT FOLLOWED 


1 ECC Template - Unauthorized Commitment Form







PART I - SECTION A - COMMITMENT CIRCUMSTANCES (Continued) 


3.  DESCRIBE BONA FIDE GOVERNMENT REQUIREMENT NECESSITATING THE COMMITMENT 


4. DESCRIBE GOVERNMENT RECEIVED BENEFITS (Give value of benefit and other pertinent facts)  


5. LIST AND ATTACH ALL RELEVANT DOCUMENTS (Include orders, invoices and other evidence of the transaction)  


TYPED NAME, GRADE OR RANK AND TITLE OF          
INDIVIDUAL MAKING UNAUTHORIZED COMMITMENT


       SIGNATURE   DATE


6. DESCRIBE ATTEMPTS TO RESOLVE UNAUTHORIZED COMMITMENT PRIOR TO REQUESTING RATIFICATION (Such as, 
returning merchandise, individual paying from personal funds, etc.)


2 ECC Template - Unauthorized Commitment Form


Signature Field Date/Time Field







7.  COMMENTS OF IMMEDIATE SUPERVISOR OF INDIVIDUAL MAKING UNAUTHORIZED COMMITMENT 


TYPED NAME, GRADE OR RANK, TITLE AND ORGANIZATION 
OF SUPERVISOR 


SIGNATURE DATE (MM/DD/YY) 


PART 1 - SECTION B - CONTRACTUAL RATIFICATION 
(Completed by Unit Commander, Director, or Activity Chief (first O6 or equivalent in chain of command).  Complete items 1 through 4 and  
forward through chain of command to Director of the Contracting Office supporting the unit.)  


1. DESCRIBE SPECIAL REMEDIAL CORRECTIVE ACTION AND/OR DISCIPLINARY ACTION TAKEN (Include a description of   
any administrative action to be taken under applicable personnel authority or furnish an explanation of why no disciplinary action was considered   
necessary.)  


2.  DESCRIBE ACTION TAKEN TO PREVENT RECURRENCE OF UNAUTHORIZED ACT 


3.  I HAVE REVIEWED PART I, SECTION A, AND VERIFY THAT THE INFORMATION IS ACCURATE AND COMPLETE, THAT   
THE GOVERNMENT RECEIVED A BENEFIT AND ASSOCIATED VALUE FROM THE UNAUTHORIZED COMMITMENT AND I:  


  CONCUR WITH RATIFICATION 
  of the Unauthorized Commitment 


   DO NOT CONCUR with the ratification of the Unauthorized 
   Commitment (Explain Non-concurrence) 


4. COMPLETED PURCHASE DESCRIPTION AND FUNDING DA FORM 3953 IS EXECUTED AND ATTACHED (REQUIRED IF   
RATIFICATION IS RECOMMENDED)).  DA FORM 3953 MUST SPECIFICALLY STATE THAT FUNDS WERE AVAILABLE AT  
THE TIME THE UNAUTHORIZED COMMITMENT WAS MADE AND ARE STILL AVAILABLE.  


   YES   NO


TYPED NAME, GRADE OR RANK, TITLE AND ORGANIZATION 
OF UNIT COMMANDER 


SIGNATURE    DATE


3


Signature Field Date/Time Field


Signature Field Date/Time Field


ECC Template - Unauthorized Commitment Form







PART II - CONCURRING OFFICIAL'S APPROVAL (Applicable only to actions greater than $10K)  
(Completed by individual indicated by "X" as identified by Director of Contracting.  When completed, forward to  


the Director of the Contracting Office supporting the unit committing Government.)  


  GARRISON COMMANDER (Unauthorized action committed by individual in direct chain of command of Garrison Commander)  


  INSTALLATION COMMANDER (Unauthorized action committed by individual in direct chain of command of Installation Commander) 


  FIRST GENERAL OFFICER OR SES (Unauthorized action committed by individual in tenant activity outside direct chain of command 
  or Supporting Installation) (Does not include reserve component) 


   COMMANDER OF DIRECT REPORTING UNITS (DRU) 


1. APPROVAL OF CORRECTIVE ACTION AND/OR DISCIPLINARY ACTION TAKEN     
  YES   NO (Explain non-concurrence) 


2.  APPROVAL OF RECOMMENDED CORRECTIVE ACTION TO PRECLUDE RECURRENCE 
  YES   NO (Explain non-concurrence) 


3.  I VERIFY THE ACCURACY AND COMPLETENESS OF DOCUMENTATION AND CONCUR WITH PURCHASE  
DESCRIPTION AND FUNDING FOR THE RATIFYING CONTRACT 


  YES   NO (Explain non-concurrence) 


TYPED NAME, GRADE OR RANK, TITLE AND ORGANIZATION    SIGNATURE   DATE(MM/DD/YY) 


4


Signature Field Date/Time Field


ECC Template - Unauthorized Commitment Form







PART III  -  CONTRACTING OFFICER ASSIGNMENT 


PROPOSED RATIFICATION ASSIGNED FOR PROCESSING TO (Name of Contracting Officer)  


TYPED NAME OF DIRECTOR OF CONTRACTING         SIGNATURE DATE


PART IV - CONTRACTING OFFICER'S REVIEW  
FAR 1.602.3 AND AFARS 5101.602-3-90


THE CONTRACTING OFFICER ASSIGNED IN PART III SHALL REVIEW THE FILE AND PROCEED AS FOLLOWS:   
  
1.  Determine the adequacy of all facts, records, and documents furnished, and obtain any additional material required.  
  
2. Prepare a summary of facts to include a recommendation as to whether or not the transaction should be ratified and reasons for the recommendation.  A 
recommendation not to ratify must include a recommendation as to whether or not the matter should be processed under FAR Part 50 and DFARS Part 250 (Pub. L. 
85-804) as a GAO claim or in some other appropriate way.  
  
3.  Obtain an opinion from legal counsel as to whether the acquisition is ratifiable under FAR and AFARS, whether the matter should be processed under FAR and 
DOD FAR Supplement Part 50 (Public Law 85-804), processed as a GAO claim, or otherwise handled.  (Refer to Part V, Section A - Legal Review before 
proceeding with items 3 -10). 
  
4.  Determine whether supplies or services have been provided to and accepted by the Government, or the Government otherwise has obtained or will obtain a 
resulting from performance of the unauthorized commitment. 
  
5.  The ratifying official has the authority to enter into a contractual commitment. 
  
6.  Determine whether the resulting contract would otherwise have been proper if made by an appropriate contracting officer.  
  
7.  State whether the price is considered fair and reasonable and indicate how that determination was made.  
  
8.  Indicate whether or not the contracting officer recommends payment and legal counsel concurs in the recommendation, unless agency procedures expressly do 
not require such concurrence.  
  
9.  Determine that sufficient funds are available, and were available at the time the unauthorized commitment was made.  
  
10.  State whether the ratification is in accordance with any other limitations prescribed under agency procedures. 
  
CONTRACTING OFFICER'S REVIEW: 


If more space is required, KO's statement may be attached; signature and date required below and on attachment). 


TYPED NAME OF CONTRACTING OFFICER                   SIGNATURE       DATE 


5


Signature Field Date/Time Field


Signature Field Date/Time Field


ECC Template - Unauthorized Commitment Form







PART V 
  


SECTION A - LEGAL REVIEW  
(Completed by Legal Counsel)


DETERMINE WHETHER THE ACQUISITION IS RATIFIABLE UNDER FAR 1.602-3 AND AFARS 5101.602-3.  OR WHETHER THE 
MATTER SHOULD BE PROCESSED UNDER FAR AND DOD FAR SUPPLEMENT PART 50 (Public Law 85-804), AS A GAO CLAIM, OR 
RECOMMEND OTHER APPROPRIATE DISPOSITION.  (Return to Director of the Contracting Office supporting the unit for review)   


(If more space is required, legal opinion may be attached; signature and date required below and on attachment) 


TYPED NAME OF LEGAL ADVISOR    SIGNATURE DATE 


SECTION B  
AFARS 5101.602-3 


 BASED ON THE FOREGOING DETERMINATION, REQUEST FOR UNAUTHORIZED COMMITMENT IS:


  Approved (Issue Purchase Order) 


  Disapproved (Explain disapproval)


6 ECC Template - Unauthorized Commitment Form


Signature Field Date/Time Field


TYPED NAME OF DIRECTOR OF THE CONTRACTING OFFICE    SIGNATURE    DATE 


Signature Field Date/Time Field


2.  To be completed by the Principal Assistant Responsible for Contracting (PARC)


 1.  To be completed by the Chief of the Contracting Office


 Recommended for Approval (if over $10,000)


 BASED ON THE FOREGOING DETERMINATION, REQUEST FOR UNAUTHORIZED COMMITMENT IS:


  Approved 


  Disapproved (Explain disapproval)


  Recommended for Approval (if over $100,000)


TYPED NAME OF PARC    SIGNATURE    DATE  


Signature Field Date/Time Field







  Approved


TYPED NAME OF HCA    SIGNATURE    DATE 


Signature Field Date/Time Field


  Disapproved (Explain disapproval)


6 ECC Template - Unauthorized Commitment Form


3.  To be completed by the Head of the Contracting Activity (HCA)


 BASED ON THE FOREGOING DETERMINATION, REQUEST FOR UNAUTHORIZED COMMITMENT IS:
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Ratification Guide, Dated March 2007.pdf
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ARSOUTH New ITR.docx
Information Technology (IT) Request





1.  IT Number:  (Leave blank)



2.  Date of Request:



3.  Requestor/Point of Contact:  (Name, rank if military, directorate, and telephone number of person who can provide additional information.) 



4.	Requesting Organization’s Hand Receipt Holder/Telephone Number:



5.  Requirement:  (Specify what addition or change is required to your existing IT equipment and service and why.  If requesting equipment, explain what capabilities it must have.  Do not list specific items, brands, or models unless sole-source acquisition justification is included.)



6.	Compatibility:  (Explain if the requested addition or change must be compatible with existing IT equipment or service.) 



7.	Security:  (Explain what security requirements, if any, must be considered.)   



8.  Justification:  (State why the request is needed and what the impact will be if it is not approved.)



9.	Resourcing:  (State whether your activity’s funds or USARSO command funds are to be used.) 



10.	Signature by Requesting Activity’s Commander or Director:



													Date:



11.	Approval Signatures:



	a.	Chief, Headquarters Support Division:                                                         Date:

	

	b.	G6 Functional Reviewer:                                                                              Date:



	c.	Information Assurance Manager:                                                                 Date:



	c.	Chief Information Officer:                                                                             Date:







12.	ARIMS Record Retention Number:  Circle one – Approved:  25-1-e-1 (KE6 –Keep in current file area until disposal of resource or termination of service and then until no longer needed for conducting business, but no longer than 6 years after.)  Disapproved:  25-1e2 (K6 - Keep in current file area until no longer needed for conducting business, but not longer than 6 years, then destroy.)
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410th CSB GPC PURCHASE APPROVAL FORM (Fillable) Print Version.pdf


GPC PURCHASE APPROVAL FORM 


410th CSB


1. REQUESTOR: Unit:


Supplies:


2. NAME OF REQUESTOR'S SUPERVISOR:


Date/TimeSUPERVISOR'S SIGNATURE:


The following Request is for : Services:


MANDATORY-All items on this form must be filled out (No. 1-11). Attach one receipt to each form. Check N/A if not applicable.


 3. REQUEST THE FOLLOWING ITEM(S) AND/OR SERVICES BE PURCHASED WITH THE GOVERNMENT PURCHASE CARD.


UNIT PRICEITEM QTYDESCRIPTION TOTAL PRICE


1


TOTAL PURCHASE:


4. NAME OF RECOMENDED VENDOR:   


5. ENTER JUSTIFICATION (WHY MISSION ESSENTIAL) or LOCAL PURCHASE AUTHORITY (LPA) (CTA/TDA/AR/FM/TM): (Field expands to fit all text.)


 6. IT EQUIPMENT: MANDATORY TO GO THROUGH CHESS FOR ALL IT REQUIREMENTS. ATTACH APPROVED ITR/WAIVER IF REQUIRED.


Signature:Name of S-6/IMO:


Available? Yes or No 7. PRIORITIES FOR USE OF MANDATORY GOVERNMENT SOURCES: 


Date:


N/A


Check FAR 8.002 Priorities for use of mandatory Government sources for guidance on service and supply acquisitions (http://acquisition.gov/far/current/html/Subpart%
208_1.html#wp1082288) Check GSA catalog http://www.gsa.gov for all supply items.  Justification must be provided if using commercial source. 


  Is statement of non-availability provided if not available through supply system?   Yes No


Name:


 10. RESOURCE MANAGER OR BUDGET OFFICER:  IS FUNDING AVAILABLE?


Name: Signature:


11. BILLING OFFICIAL (BO) OR (ABO):


Date:


Date:


12. RECEIPT AND ACCEPTANCE (THIRD PARTY, OTHER THAN THE PURCHASING CH AND APPROVING BO)


Name: Signature: Date Received:


Office Name: Duty Phone (Comm):


 8. PROPERTY BOOK ACCOUNTABILITY (SELECT ONE): 


Name of Property Book Officer: 


Name of Hand Receipt Holder:


Signature:


Signature:


(GTMO only) is the Service/Supply over $10,000 (in 3.) 


 9. HAND RECEIPT (SELECT ONE): 


Yes  No


Yes No


0-6 or  Above Name: Signature: Date:


If Yes, provide O-6 or Above Name and Signature Below


Yes  No N/A



anthony.s.maggert

South America



anthony.s.maggert

410th Logo
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410th GPC Validation of Documentation for Complete Purchase Record Checklist.pdf


 GPC PMR Review Criteria: Yes No N/A Comments


1) 410th CSB GPC Purchase Approval Form (with estimated costs in 1. of 


410th CSB GPC Purchase Approval Form)


          A) Supervisor/Billing Official approval (Item 2. of 410th              


         CSB GPC Purchase Approval Form)


          E) S-6/IMO Approval (In 6. of 410th CSB GPC Purchase 


          Approval Form)


          C) Property Book Offical Accoutnability Approval (In 8. 


          of 410th CSB GPC Purchase Approval Form)


          D) Resource Management validation of funds         


          availablility  prior to purchase (In Item 10. of 410th CSB 


          GPC Purchase Approval Form)


          B) Billing Official approval (In 11. of 410th CSB GPC 


          Purchase Approval Form)


2) Electronic Copy that System for Award Management 


https://www.sam.gov/ was reviewed prior to ANY purchase 


3) Receipt of goods (signature, initials and date for those receiving the 


goods)


4) Receiving Report, including if item has become part of the property 


book accountability and 1-C above is checked Yes


5) U.S. Bank statement validating acceptance and payment of the purchase


 ORF Funded GPC transactions:


1) Obtain legal review/memorandum that states ORF funds are appropriate 


for functional use


2) Approval or waiver to hold a conference 


3) Obtain itemized list of invitees prior to event


4) Obtain Hotel/functional reception itemized receipt (to include food and 


drinks)


5) After event, obtain itemized list of attendees


Government Purchase Card Checklist


                                          410th CSB 



anthony.s.maggert

South America



anthony.s.maggert

410th Logo



anthony.s.maggert

Text Box

               ITEMS 1-5 MUST BE COMPLETE TO CONSTITUTE A COMPLETE PURCHASE 
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Request for 410th CSB Contract Support Rev 2.pptx
		ORGANIZATION/POC/PHONE/EMAIL: 



		REQUIRING ACTIVITY/POC/PHONE/EMAIL/: 
 

Note: Could be same as 1. 

		EVENT:   

		CONCEPT OF THE OPERATION: 

WHO:  Primary Component? Number of participants.  
WHAT: Event Description 
WHEN:  
WHERE:  Country/Location 
WHY Event Held:
WHY 410th CSB for support:  

		Previous  Contracting Support provided by:






		(d) COORDINATING INSTRUCTIONS: 

Requirements Package (RP) for 410th CSB review will be 
provided  by:  

GFEBS input required?   By whom?  

Date RP/s  are to be received by 410th CSB (GFEBS):

If manual RP, was 410th OPS contacted for 
approval/acceptance of manual RP?

Service Contract Approval required?  
 
 

		(e) SEQUENCE OF EVENTS: (Date/Location)
Initial Site Survey:                        Execution: 
Initial Planning Conf:                    Other events:  
Market Research:
Mid-Planning Conf:
Final Planning Conf:
TORCH/ADVON :

		4. FUNDING ACTIVITY POC/PHONE/EMAIL: 




		5.  Other info significant to successful event :


		Submit requests for support to:
410th CSB OPS Inbox -  
usarmy.jbsa.acc.list.410th-csb-ops-plns@mail.mil  

If no response in 48hrs, contact Mr. Guadalupe (Lupe) Hernandez, 210-295-2491 (DSN 421) 
Guadalupe.hernandez4.civ@mail.mil or MAJ Jose Crespo  295-2249,  jose.a.crespo.mil@mail.mil

		410th CSB  OPs will disseminate to appropriate Regional Contracting Office or Regional Contracting Center to begin integration process with Requiring Activity to effect successful contracting support 



REQUEST FOR  410th CSB CONTRACTING SUPPORT	

DATE	

Rev 2 Dated 23 Apr 14
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Goal1 Waiver.doc
Army Knowledge Management (AKM) Goal 1 Waiver Info Sheet

All COTS IT hardware and software must be purchase through Army CHESS (https://chess.army.mil/).   If the COTS IT hardware and software product is not available in CHESS, the requiring activity or requester must obtain a CHESS statement of non-availability (SoNA).  If COTS IT hardware and software product is greater than $25,000, an Army Knowledge Management (AKM) Goal 1 waiver must be obtained.  Requiring activities should institute CHESS as their first entry point for obtaining COTS IT market research.  Remember, the DoD also has contracts and BPAs available that the Army can utilize and this too should be an additional source for market research (http://www.esi.mil/).   If for some reason you still do not see your COTS IT hardware or software, recommend utilizing the CHESS RFI process and allow the CHESS vendors respond to your emerging requirement

The Goal 1 Waiver process that is affecting IT hardware and software procurements (using contracts and GPC) is referenced in AR 25-1(www.apd.army.mil/pdffiles/r25_1.pdf, pg 20, Sec 3-4‎) and DA PAM 25-1-1 (www.apd.army.mil/pdffiles/p25_1_1.pdf,   pg10, Sec 2-7) as the regulatory guidance in using O&M funds.  A Goal 1 Waiver (https://adminapps.hqda.pentagon.mil/akmg1w/index.html) must be processed for any server/SAN or any item that is not on the PM-CHESS approved product list.  

CHESS no longer provides waivers; they provide a SoNA (https://chess.army.mil/CMS/a/WVRS ) for the IT hardware and software products that are not available through CHESS contracts.  A FAQ on SoNA can be found at (https://chess.army.mil/CMS/a/RES_FAQ).


Once a SoNA is received then the requester must obtain AKM Goal 1 Waiver in order to procure the requested IT hardware and software products. 

"Project Director (PD) CHESS. Effective 1 July 2013, PD CHESS will no longer issue waivers for the purchase of COTS IT hardware or software that is not available under an existing CHESS contract. For these requests, CHESS will instead issue a statement of non-availability to the requester. The statement of non-availability does not constitute approval to purchase or deviate from any Army regulation or policy."

Goal 1 Waivers are associated with the individual/originator that enters it.  However, if the individual/originator is unavailable (i.e. vacation, illness, etc.), it is difficult to access, verify and/or retrieve an approved waiver.  Recommend a close watch be instituted and regular follow-up occur.  Typical lead time is minimum 30 days for approval so extra effort in pre-planning requirements will be necessary.

 AKM GOAL 1 Waiver Website (Recommend clicking on the Help link top right for further resources) https://adminapps.hqda.pentagon.mil/akmg1w/index.html 


AKM GOAL Waiver POCs


james.n.mark.civ@mail.mil - (Jim) Deputy Division Chief - 703-692-4519


marion.j.knihnicki.civ@mail.mil -Policy and Plans- 703-545-1448 / 703-475-1749 (cell)


orlando.dixon.civ@mail.mil - 571-256-8938


tuan.d.dang2.civ@mail.mil - 703-545-1553
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Moratorium on IT Spending_13Dec11.pdf
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FOO_Nomination_Letter.docx
Insert Organizational Heading



Date: Insert Date of Nomination



From: Commanding Officer

To:     Insert FOO Nomination, Insert Section



Subj: FIELD ORDERING OFFICER NOMINATION



Encl: Field Ordering Officer Nomination Acknowledgment of Receipt   



1. Nomination. Under reference (a), you are hereby nominated as a potential Field Ordering Officer (FOO) for (Insert Organization).  You will report and be screened by the Head of the Contingency Contracting Office to determine if you will be appointed as a FOO.  If approved by the Head of the Contingency Contracting Office, you will be trained and appointed in writing by the Head Contracting Officer to make purchases for (Insert Organization).  The following supplies and/or non-personal services may be required for you to purchase: 



- (Insert Supplies or Non-Personal Services)     

-

-

-



The Head of the Contingency Contracting office will determine your authority and limitations.  The potential period of appointment will be from (Insert From Date) to (Insert End Date), or if sooner revoked by the undersigned or the Head of the Contingency Contracting Office.  



2. You are required to acknowledge receipt of this letter of appointment by completing the attached acknowledgment of receipt and return it to the undersigned.









						(Insert Commanding Officer’s Name)

						(Insert Rank and Branch of Service)

						(Insert Commander)
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FOO_Appointment_Letter.docx
		[image: ]

		

DEPARTMENT OF THE ARMY

410TH CONTRACTING SUPPORT BRIGADE

ARMY CONTRACTING AGENCY – THE AMERICAS

4130 STANLEY ROAD, STE 320

FORT SAM HOUSTON, TX 78234 - 6102

REPLY TO THE

ATTENTION OF







CCEC – AMF 	                       		DATE			                                     	              





[bookmark: OLE_LINK3][bookmark: OLE_LINK4]MEMORANDUM FOR: Commander, Army South, ATTN:  ARSOUTH, G3 Exercise Division

Name of FOO, 4130 Stanley Road, Fort Sam Houston, TX 78234 


SUBJECT:  Appointment of Ordering Officer, for Mission/Operation name



1. Appointment.  Under authority of Army Federal Acquisition Regulation Supplement (AFARS) 1.603-1-90, you are hereby appointed an Ordering Officer for the purposes and dollar amounts set forth in paragraph 2 of the memorandum requesting appointment of Ordering Officer.  Your appointment shall become effective DATE and shall remain effective, unless sooner revoked, through DATE.



1. Responsibilities.  You are responsible to and under the technical supervision of the appointing Contracting Officer, 410th Contracting Support Brigade, Regional Contracting Center the Americas.  



1. Usual Purchases Instructions/Authorizations.


Purchase Requests listed with NTE amounts

 

1. The total amount of the PR listed above is $ 



1. Termination of Appointment.  Your appointment may be revoked at any time by the undersigned authority.  Notify the undersigned authority immediately should you be reassigned or separated from Government service while this appointment is in effect.  Your appointment will be terminated on the date you are reassigned or separated from Government service.



6. Acknowledgment of Receipt.  You are required to acknowledge receipt of this appointment by signing below and returning a copy to the undersigned.  The original copy of this delegation should be retained for your file.



7.   PR&C should describe the services or supplies requested and the amount of money which will be used for the purpose(s) noted.  The limit of the Ordering Officer is $3,000.00 per purchase for supply purchases and $3,000.00 for OCONUS services. Purchases will be in accordance with the approved Purchase Requests referenced in this correspondence.





8.   If there are any questions pertaining to this appointment, please contact the undersigned at 210-XXX-XXX or via email at.









				Contracting Officer



[bookmark: OLE_LINK2]

[bookmark: OLE_LINK1]

Receipt of this appointment is acknowledged.





	                     		



_____________________________	__________________

Signature			Date
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SAMPLE Supply IGCE.xlsx
 Sample IGE (Supply)

																


																The Army Audit Agency has established policy that states contracting officers will  reject any Independent Government Estimate that does not: 
1) Provide narrative support of how the costs were developed; 
2)  Clearly identify the reference material used; 
3)  Have a hand or digital signature and date; and 
4)  Include a statement certifying that the IGCE was developed independently and prior to seeking any formal proposals from contractors.  

		Description of Base Requirements		Quantity		Unit		Unit Price		Total Price		NOTES

		Dell Optiplex GX620 Minitower Pentium 4 660/3.6GHz2GB RAM 160GB 220V (or equal)		200		Each		$1,200.00		$240,000.00		1

		Dell 17" monitor (or equal)		200		Each		$200.00		$40,000.00		2

		Subtotal Base Items								$280,000.00



		Description of Option Requirements		Quantity		Unit		Unit Price		Total Price		NOTES

		Dell Optiplex GX620 Minitower Pentium 4 660/3.6GHz2GB RAM 160GB 220V (or equal)		200		Each		$1,200.00		$240,000.00		1

		Dell 17" monitor (or equal)		200		Each		$200.00		$40,000.00		2

		HP Color LaserJet CP3525dn printer 220V (or equal)		25		Each		$900.00		$22,500.00		3

		Subtotal Option Items								$302,500.00		 



		GRAND TOTAL 								$582,500.00

		Explanation of notes (to include any assumptions and sources used in the development of the IGE): 

		1. Prices were established based on a review of http://www.gsaadvantage.com and the following Schedules (GS-35F-4564G at $1,266.00 each, GS-xx-xxxxx at $x.xx each, etc.)

		2. Prices were established based on a review of http://www.gsaadvantage.com and the following Schedules (GS-35F-0834R at $155.22 each)

		3. Prices were established using prices obtain under contract HQ0236-10-F-XXXX awarded 14 Feb 2010.  This contract was awarded for the same requirement and comparable quantities of 30 each.  Prices under this contract were determined fair and reasonable based on a comparison of prices from mulitple vendors.



		The undersigned certify that this IGE was developed independently and prior to seeking any formal proposals from contractors.





		REQUESTOR SIGNATURE 				SUPERVISOR SIGNATURE

		TITLE				TITLE

		DATE				DATE

		PHONE				PHONE

		Other assumptions that may be addressed above or on an additional sheet as necessary:

		Where work will be performed

		Local Travel Rate

		Local Telephone Cost

		Reproduction Cost 









INDEPENDENT GOVERNMENT ESTIMATE

 	


Source Selection Sensitive - See FAR 2.101 and 3.104	
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SAMPLE Service IGCE.xlsx
Approve

		5.00																														01EF6F265201EC





IGE_For_Services



				SERVICE INDEPENDENT GOVERNMENT ESTIMATE WORKSHEET

				"FOR OFFICIAL USE ONLY"



				UNIT/ACTIVITY: EXAMPLE ONLY



				DESCRIPTION OF REQUIREMENT:		THIS IS A REQUIREMENT FR ADPE SUPPORT.  REQUIREMENT INCLUDES SETTING UP, AND MANAGEMENT ADPE EQUIPMENT



				DIRECT LABOR:				Hourly or % Rate		Man/Hours		Total Cost

				Link to Wage Determinations				Hourly Rate		2080 hrs 

				Occupation #1				$   8.30		2080		$   17,264.00

				Occupation #2								$   - 0

				Occupation #3								$   - 0

				Occupation #4								$   - 0



				TOTAL LABOR COST								$   17,264.00



				LABOR BURDEN  @ %				30%		$   5,179.20



				TOTAL DIRECT LABOR AND BURDEN:								$   22,443.20



				OTHER DIRECT COSTS (IF APPLICABLE)						Cost

				Med. Malpractice Insurance

				Vacation/sick leave Backup

				Office Rent

				Furniture & Fixtures

				Telephone & Utilities

				Recruiting & Relocation

				Travel (including "handling fee")						$   3,000.00

				Other ODC

				TOTAL OTHER DIRECT COSTS:								$   3,000.00



				OVERHEAD @ %

Ft. Sam Houston: OH rate (%) = (OH costs)/(direct labor costs)*100

The OH rate definition above ratios the overhead costs to direct labor. The overhead costs are those accumulated for the total operation over a prescribed period of time. Similarly, the direct labor costs are those for all direct projects in the operation over the same prescribed period of time. The OH rate definition is based on the model that overhead costs scale with direct labor (i.e., the higher the direct labor costs, the higher the overhead costs will be).
				15%		$   3,816.48



				PROFIT @  % (Depends on Complexity)				12%		$   3,151.16

Ft. Sam Houston: Formula subtracts Travel before determining profit.


				(Profit not applied to G&A or Travel)



				G&A @ %

Ft. Sam Houston: G&A rate (%) = (G&A costs)/(direct + OH costs)*100

The G&A rate definition above ratios the G&A costs of the business to the total costs of business operations (direct and overhead) over a prescribed period of time. As with the OH rate, the G&A rate definition is based on the model that G&A costs scale with the total costs of the business operations.				15%		$   4,861.63



				TOTAL ESTIMATED CONTRACT PRICE								$   37,272.47



				APPLICABLE PERIOD		FROM:				TO:





				PREPARED BY: John Smith		Date:



								CPI Index Link

Ft. Sam Houston: Consumer Price Index (CPI). An inflationary indicator that measures the change in the cost of a fixed basket of products and services, including housing, electricity, food, and transportation. The CPI is published monthly. also called cost-of-living index.

CPI can be used as an estimate to calculate a reasonable  cost escalation for requirements that span multiple years. 

		

Ft. Sam Houston: Formula subtracts Travel before determining profit.
		

Ft. Sam Houston: G&A rate (%) = (G&A costs)/(direct + OH costs)*100

The G&A rate definition above ratios the G&A costs of the business to the total costs of business operations (direct and overhead) over a prescribed period of time. As with the OH rate, the G&A rate definition is based on the model that G&A costs scale with the total costs of the business operations.						IF OPTION YEARS CONSIDERED

										CPI Index %		EST COST

				Signature				1ST OPTION YR		3.20%		$   38,465.19

								2nd OPTION YR		4.10%		$   40,042.26

				VALIDATED BY:				3rd OPTION YR		3.40%		$   41,403.70

								4th OPTION YR		4.00%		$   43,059.84



								TOTAL FOR ALL YEARS 				$   200,243.45

				signature

				This IGCE has been developed independently, and prior to seeking any formal proposals from any contractors.

				SUPPORTING INFORMATION INCLUDED AS AN ATTACHMENT TO THIS IGE



http://www.wdol.gov/sca.aspxhttp://www.bls.gov/cpi/

Attach with IGE





IGE Commercial Service Guidance





IGE_For_Supplies





				INDEPENDENT GOVERNMENT COST ESTIMATE

				Price Estimate (for Supplies)

				SIMILAR PROCUREMENT (List as applicable)

				Reference		Date		Item Description		Price











				ESTABLISHED CATALOG PRICE (List as applicable)

				Source		Date		Item Description		Price











				MARKET SURVEY (List as applicable)

				Source		Date		Item Description		Price













								TOTAL of ALL LISTS





				Name		Date 













IGE Commercial Supply Guidance
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Assumptions when Preparing your IGCE - Provide with the IGCE



See the following page for sample IGCE format.  Use the following assumptions when preparing and provide these assumptions to the contracting office along with your IGCE:



  Preparation Instructions:



Assumptions Used:  Identify any and all assumptions and methodologies used in cost computations.



Basis for Cost Estimates:  Specify the item, the basis for the factor used and the source of the data used in preparing the IGE.





Item



Basis


Sources



1. ____________________________________________________________________________



2.  ____________________________________________________________________________



Other Project Information:  Identify any other information which may be necessary or helpful in the proper evaluation of the cost estimates; i.e., Statements of Objectives (SOO), etc.
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Simplified IGCE (Straight-Line Approach)



1.  General.  The material provids a broad outline of cost elements commonly found within the framework of service contracts.  The basic data needed to develop the IGCE are an estimate of the number of personnel in each job title/classification, the number of labor hours for each, an estimate of the material and travel costs, overhead, G&A, and profit for the particular acquisition.



2.  Components.  To eliminate the large number of cost element details in a typical acquisition, the estimator may utilize the "straight-line" approach in developing the government estimate.  While these figures are not exact, they do provide a fairly accurate estimate that can be used for comparison purposes.  Those requirements that provide for priced option years should have inflation factors included for labor and any significant materials.



a.  Direct labor.  In general, pricing direct labor at total available man-hours per year (2080) includes costs for vacation, holidays, and sick leave.



b.  Labor burden.  Labor burden includes FICA, FUTA, SUTA, workmen's compensation, and health and welfare.  Labor burden factors are fairly consistent with the acquisition policies and regulations for service contracting; therefore, they may be consolidated to form one line item expressed as a percentage of total cost.  For general estimating purposes, this can be expressed as 35 percent of the direct labor costs.



c.  Other direct costs.  This is a total compilation of the costs you have computed for the type and quantity of material, equipment, and travel necessary for the contractor to perform the work you expect to accomplish.



d.  Overhead.  Overhead is normally expressed as a percentage of direct labor, labor burden, and other direct costs.  For estimating purposes, a figure of 15 percent is appropriate.  Overhead rates vary depending on approved rates, level of complexity, and even the size of the company.  In some cases for small businesses overhead rates can be as much as 100%.


e.  Profit.  Again, this is a percentage estimate considering the complexity and subsequent risk the contractor will incur.  A Firm-Fixed-Price contract places most of the risk on the contractor; Percentages can range from 7% to 15% normally.  The level of risk is based on a number of factors, to include but not limited to, complexity of the requirement, delivery schedules, and location of delivery.  Apply against all costs except G&A and Travel.


f.  G&A.  This is also normally expressed as a percentage.  A figure of 15-20 percent is an appropriate figure to use in a Government estimate.  While this figure is valid for general estimating purposes, actual G&A that contractors incur can be significantly more.  G&A proposed by the contractor before it is accepted.   s, etc., must be provided as attachments when furnishing the IGCE to the contracting office.



Note:  The percentages listed above are for general estimating purposes and will not necessarily agree with actual figures submitted by the contractors.  Your contracting officer will determine the validity of contractor figures, when appropriate, before an award is made.





image2.emf
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Microsoft_Office_Word_97_-_2003_Document3.doc

A Commercial Supply "Independent Government Estimate (IGE)" is much less complicated than the IGCE for a service contract and is considered a "Price Estimate".  It is a matter of determining the market value of an item and using that figure as the IGE, documenting your research, then furnishing this information along with your funded requisition to the ACA contracting office.  This IGE can be developed using numerous methods including:




A.  General Services Administration (GSA) schedules.  The schedules are prepriced and awarded to multiple firms for specific products or services.  GSA schedules may be found at http://www.gsaadvantage.gov/.




B.  Published price lists.  This is a listing from an individual company that is published for use by the general public.




C.  Catalog pricing.  This is a pricing arrangement such as a J.C. Penney's catalog.




D.  Market survey.  A market survey is comparison of the prices offered within the local area for an item.  This action is normally developed in conjunction with the Contracting Officer. (See details for Market Survey under a separate subject at this website).




E.  Previous buys.  This is simply a comparison of previous purchases of the same item assuming comparability in quantities, conditions, terms, and performance times.  Adjustments should be considered for inflation, etc., when appropriate.




F.  Disclosure of information.  Do not obtain pricing from vendors.  Caution is advised when contacting vendors, as advance procurement information is perceived as sensitive.  In addition, contact might be considered a commitment by the vendor.  Only a credit card holder acting within his/her their spending limits and a contracting officer or their representatives may commit the government.  Any other person may be held personally liable and disciplinary action can be taken.  Before a vendor is contacted for information concerning a potential purchase, recommend contacting the supporting ACA contracting office.  Contracting personnel are trained in information gathering techniques and can provide valuable insight to ensure no unauthorized information is released and inadvertent commitments are avoided. 
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A Commercial Supply "Independent Government Estimate (IGE)" is much less  complicated than the IGCE for a service contract and is considered a "Price Estimate".   It is a matter of determining the market value of an item and using that figure as the  IGE, doc umenting your research, then furnishing this information along with your  funded requisition to the ACA contracting office.  This IGE can be developed using  numerous methods including:       A.  General Services Administration (GSA) schedules.  The schedules ar e  prepriced and awarded to multiple firms for specific products or services.  GSA  schedules may be found at  http://www.gsaadvantage.gov/ .         B.  Published price lists.  This is a listing from an individual compa ny that is  published for use by the general public.       C.  Catalog pricing.  This is a pricing arrangement such as a J.C. Penney's catalog.       D.  Market survey.  A market survey is comparison of the prices offered within  the local area for an item.  This ac tion is normally developed in conjunction with  the Contracting Officer. (See details for Market Survey under a separate subject at  this website).       E.  Previous buys.  This is simply a comparison of previous purchases of the same  item assuming comparabilit y in quantities, conditions, terms, and performance  times.  Adjustments should be considered for inflation, etc., when appropriate.       F.  Disclosure of information.  Do not obtain pricing from vendors.  Caution is  advised when contacting vendors, as advanc e procurement information is perceived as  sensitive.  In addition, contact might be considered a commitment by the vendor.  Only  a credit card holder acting within his/her their spending limits and a contracting officer  or their representatives may commit  the government.  Any other person may be held  personally liable and disciplinary action can be taken.  Before a vendor is contacted for  information concerning a potential purchase, recommend contacting the supporting  ACA contracting office.  Contracting pe rsonnel are trained in information gathering  techniques and can provide valuable insight to ensure no unauthorized information is  released and inadvertent commitments are avoided.   
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Cover Sheet

		INDEPENDENT GOVERNMENT COST ESTIMATE

		JIATF SOUTH



		FACILITIES MAINTENANCE AND SUPPORT SERVICES

		 1 Apr 2013-31 Mar 2014



		3-Mar-13





		The attached spreadsheet and accompanying worksheets provide information concerning labor, materials, and other direct costs (ODC), which were used to derive the final IGCE.   The overall IGCE spreadsheet receives input information for "Direct Materials", "Direct Labor, and "Other Direct Costs (ODC)" from the Prime Materials, Prime Labor, and Prime Other Direct Costs worksheets.  The Prime Labor worksheet breaks out labor categories into non-exempt and exempt sub-categories.  Once the dollar amounts from these three worksheets are fed into the IGCE spreadsheet, various adjustment factors are applied to them, such as, sales tax on materials, insurance taxes and fringe on direct labor, and sales tax on other direct costs.  Other factors are applied to composite subtotals, such as, field overhead, prime home office overhead, prime profit, and prime contractor's bond premium.  Percentage amounts for these factors are consistent with the guidelines established in the Army Contracting Command, Contracting File Internal Control Requirements For Independent Government Cost Estimates (IGCE) Desk Book, July 2011.



		This IGCE has been developed for the Facilities Maintenance contract for the period of 1 Jan 2013 to 31 Dec 2013.  The estimate includes required labor to support the Cable Plant project and required labor that will be discontinued from the base support services and not included in the new groundskeeping contract.



		This IGCE has been developed independently, and prior to seeking any formal proposals from any contractors.



		The IGCE for the Facilities Maintenance contract is being generated using some pricing information derived from the current Base Operations Support Services contract (W911SE-07-D-0036).





		Information on SCA wage determinations were based on  WD-2005-2120 Rev13 Dated 6/13/2012.









		INDEPENDENT GOVERNMENT COST ESTIMATE

		JIATF SOUTH



		FACILITIES MAINTENANCE AND SUPPORT SERVICES

		 1 Apr 2013-31 Mar 2014



		3-Mar-13





		The IGCE for the Facilities Maintenance and Support Services contract is $3,750,802.55



		Option Year 		CPI

		Base Year		0%														1,164,751.32

		1		10%		 												1,231,452.97

		2		10%														1,354,598.26



		Total IGCE																3,750,802.55





		Prepared by:														Date:

				Bob Allen

				Facilities Manager

				JIATFS

				J4 Headquarters Support

				bobby.allen@jiatfs.sothcom.mil

				(305) 293-5285

		Supervisor:														Date:

				Jeff Narwold

				Chief, Headquarters Support

				JIATFS

				J4 Headquarters Support

				jeffrey.narwold@jiatfs.southcom.mil

				(305) 293-5788



mailto:bobby.allen@jiatfs.sothcom.milmailto:jeffrey.narwold@jiatfs.southcom.mil

summary Base year

		INDEPENDENT GOVERNMENT COST ESTIMATE (IGCE)



		PROJECT: Facilities Maintenance and Support Service

				 

		PRIME CONTRACTOR'S WORK										COMMENTS

		1		Direct Materials				$0.00

		2		Sales Tax on Materials		7.50%		$0.00				Furniture Moves

		3		Direct Labor				$730,323.60				$   31,245.60

		4		Insurance, Taxes, Fringe (ITF)		29.30%		$213,984.81				$   9,154.96

		5		Other Direct Costs (ODC)				$88,975.00

		6		Sales Tax on Other Direct Costs		7.50%		$6,673.13

		7		Equipment Ownership and Operating Costs				$0.00

		8		SUBTOTAL						$1,039,956.54

		9		Field Overhead		0.00%				$0.00

		10		PRIME SUBTOTAL						$1,039,956.54





		SUB-CONTRACTOR'S WORK

		11		Direct Materials				$0.00

		12		Sales Tax on Materials		7.50%		$0.00

		13		Direct Labor				$0.00

		14		Insurance, Taxes, Fringe 		39.00%		$0.00

		15		Rental Equipment				$0.00

		16		Sales Tax on Rental Equipment		7.50%		$0.00

		17		Equipment Ownership and Operating Costs				$0.00

		18		SUBTOTAL #1						$0.00

		19		Field Overhead		5.00%				$0.00

		20		SUBTOTAL #2						$0.00

		21		Home Office Overhead		5.00%				$0.00

		22		Profit		10.00%				$0.00

		23		SUB-CONTRACTOR SUBTOTAL						$0.00						`





		SUMMARY

		24		PRIME SUBTOTAL				$1,039,956.54				$   40,400.56

		25		SUB-CONTRACTOR SUBTOTAL				$0.00

		26		SUBTOTAL #1						$1,039,956.54

		27		Prime Overhead on Sub-Contractor		5.00%				$0.00

		28		Prime's Home Office Overhead		5.00%				$51,997.83		$   2,020.03

		29		Prime's Profit		7.00%				$72,796.96		$   2,828.04

		30		SUBTOTAL #2						$1,164,751.32		$   45,248.63

		31		Prime Contractor's Bond Premium		0.00%				$0.00



										$1,119,502.70		W/0 Furniture Moves 

		32		TOTAL IGCE						$1,164,751.32

										Per Month		$97,062.61





Option Year 2

		INDEPENDENT GOVERNMENT COST ESTIMATE (IGCE)



		PROJECT: Facilities Maintenance and Support Service

				 

		PRIME CONTRACTOR'S WORK

		1		Direct Materials				$0.00

		2		Sales Tax on Materials		7.50%		$0.00

		3		Direct Labor				$768,985.80

		4		Insurance, Taxes, Fringe (ITF)		29.30%		$225,312.84

		5		Other Direct Costs (ODC)				$97,872.50

		6		Sales Tax on Other Direct Costs		7.50%		$7,340.44

		7		Equipment Ownership and Operating Costs				$0.00

		8		SUBTOTAL						$1,099,511.58

		9		Field Overhead		0.00%				$0.00

		10		PRIME SUBTOTAL						$1,099,511.58





		SUB-CONTRACTOR'S WORK

		11		Direct Materials				$0.00

		12		Sales Tax on Materials		7.50%		$0.00

		13		Direct Labor				$0.00

		14		Insurance, Taxes, Fringe 		39.00%		$0.00

		15		Rental Equipment				$0.00

		16		Sales Tax on Rental Equipment		7.50%		$0.00

		17		Equipment Ownership and Operating Costs				$0.00

		18		SUBTOTAL #1						$0.00

		19		Field Overhead		5.00%				$0.00

		20		SUBTOTAL #2						$0.00

		21		Home Office Overhead		5.00%				$0.00

		22		Profit		10.00%				$0.00

		23		SUB-CONTRACTOR SUBTOTAL						$0.00						`





		SUMMARY

		24		PRIME SUBTOTAL				$1,099,511.58

		25		SUB-CONTRACTOR SUBTOTAL				$0.00

		26		SUBTOTAL #1						$1,099,511.58

		27		Prime Overhead on Sub-Contractor		5.00%				$0.00

		28		Prime's Home Office Overhead		5.00%				$54,975.58

		29		Prime's Profit		7.00%				$76,965.81

		30		SUBTOTAL #2						$1,231,452.97

		31		Prime Contractor's Bond Premium		0.00%				$0.00





		32		TOTAL IGCE  Option Year 2						$1,231,452.97

										Per Month		$102,621.08





Option Year 3

		INDEPENDENT GOVERNMENT COST ESTIMATE (IGCE)



		PROJECT: Facilities Maintenance and Support Service

				 

		PRIME CONTRACTOR'S WORK

		1		Direct Materials				$0.00

		2		Sales Tax on Materials		7.50%		$0.00

		3		Direct Labor				$845,884.38

		4		Insurance, Taxes, Fringe (ITF)		29.30%		$247,844.12

		5		Other Direct Costs (ODC)				$107,659.75

		6		Sales Tax on Other Direct Costs		7.50%		$8,074.48

		7		Equipment Ownership and Operating Costs				$0.00

		8		SUBTOTAL						$1,209,462.73

		9		Field Overhead		0.00%				$0.00

		10		PRIME SUBTOTAL						$1,209,462.73





		SUB-CONTRACTOR'S WORK

		11		Direct Materials				$0.00

		12		Sales Tax on Materials		7.50%		$0.00

		13		Direct Labor				$0.00

		14		Insurance, Taxes, Fringe 		39.00%		$0.00

		15		Rental Equipment				$0.00

		16		Sales Tax on Rental Equipment		7.50%		$0.00

		17		Equipment Ownership and Operating Costs				$0.00

		18		SUBTOTAL #1						$0.00

		19		Field Overhead		5.00%				$0.00

		20		SUBTOTAL #2						$0.00

		21		Home Office Overhead		5.00%				$0.00

		22		Profit		10.00%				$0.00

		23		SUB-CONTRACTOR SUBTOTAL						$0.00						`





		SUMMARY

		24		PRIME SUBTOTAL				$1,209,462.73

		25		SUB-CONTRACTOR SUBTOTAL				$0.00

		26		SUBTOTAL #1						$1,209,462.73

		27		Prime Overhead on Sub-Contractor		5.00%				$0.00

		28		Prime's Home Office Overhead		5.00%				$60,473.14

		29		Prime's Profit		7.00%				$84,662.39

		30		SUBTOTAL #2						$1,354,598.26

		31		Prime Contractor's Bond Premium		0.00%				$0.00





		32		TOTAL IGCE						$1,354,598.26

										Per Month		$112,883.19





P_materials

		Prime Materials

				item description		unit cost		qty		unit		total cost







				TOTAL PRIME MATERIAL										$   - 0





P_labor

		Prime Labor

				non-exempt labor category description		man-hours		labor rate		labor cost				SCA Minimum		Min Costs

		23410		HVAC Technician  		1,880		$   42.49		$   79,881.20				$19.01		$35,738.80

		23530		Power Generator Tech  		1,880		$   44.42		$   83,509.60				$22.48		$42,262.40

		23160		Maintenance Tech  (Electrical) 		1,880		$   35.79		$   67,285.20				$19.25		$36,190.00

		23130		Maintenance Tech (Carpenter) 		1,880		$   32.73		$   61,532.40				$17.55		$32,994.00

		23810		Maintenance Tech (Plumbing) 		1,880		$   26.16		$   49,180.80				$19.23		$36,152.40

		11150		janitorial (building 291)  (2)		3,760		$   16.62		$   62,491.20				$10.39		$39,066.40

		11150		janitorial (building 290)  (2)		3,760		$   16.62		$   62,491.20				$10.39		$39,066.40

		11150		janitorial (building 289)		1,880		$   16.62		$   31,245.60				$10.39		$19,533.20

		11150		janitorial (building 1279)		1,880		$   16.62		$   31,245.60				$10.39		$19,533.20

		21410		Warehouse Specialist  		1,880		$   14.81		$   27,842.80				$14.81		$27,842.80

		23370		General  Maint Tech (2)  		3,760		$   16.62		$   62,491.20				$16.44		$61,814.40

		23370		Furniture Moves (Cable Plant) 		1,880		$   16.62		$   31,245.60				$16.44		$30,907.20



				TOTAL NON-EXEMPT LABOR		28,200						$   650,442.40				$421,101.20





				exempt labor category description		man-hours		labor rate		labor rate

				Supervisor		1,880				$   42.49



				TOTAL EXEMPT LABOR								$   79,881.20





				TOTAL EXEMPT AND NON-EXEMPT LABOR										$   730,323.60

				Without Cable Plant Support										$   699,078.00



































P_ODC

		Prime Other Direct Costs

				item description		unit cost		unit		qty		total cost

				Drug testing		$100.00		employee		15		$   1,500.00

				uniforms		$165.00		employee		15		$   2,475.00

				janitorial supplies		$85,000.00		N/A		1		$   85,000.00

				safety items		$1,500.00		N/A		1		$   1,500.00





				TOTAL PRIME OTHER DIRECT COSTS										$   88,975.00

				Janitorial Supplies include :  		Toilet Tissue

						Paper Towels

						Hand Soap

						Garbage Bags

						Carpet and Spot Cleaner 

						Glass Cleaner

						Disinfectant

						Hand Sanitizers

						Toilet Seat covers

						Floor Cleaners

						Replacement Equipment (mops, dusters, etc)

						Dusting sprays

						Air fresheners

						Gym equipment Sanitizer wipes

						Misc. Cleaning supplies and equipment





SC_materials

		Sub-Contractor Materials

				item description		unit cost		qty		unit		total cost



				TOTAL SUB-CONTRACTOR MATERIAL





SC_labor

		Sub-Contractor Labor

				non-exempt labor category description		man-hours		labor rate		labor cost



				TOTAL NON-EXEMPT LABOR





				exempt labor category description		man-hours		labor rate		labor cost

				Supervisor						$   - 0



				TOTAL EXEMPT LABOR								$   - 0





				TOTAL EXEMPT AND NON-EXEMPT LABOR										$   - 0





































SC_equipment

		Sub-Contractor Equipment

				item description		unit cost		qty		total cost

										$   - 0





				TOTAL SUB-CONTRACTOR EQUIPMENT								$   - 0
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PWS Template, Dated Feb 14.doc
PERFORMANCE WORK STATEMENT (PWS) [TEMPLATE]


[Insert Title and Activity]

NOTE TO OUR CUSTOMERS:  THIS TEMPLATE MUST BE TAILORED FOR YOUR AGENCY BY INCLUDING YOUR UNIQUE REQUIREMENTS, QUANTITIES FOR WORKLOAD, SPECIFIC SURVEILLANCE TECHNIQUES,  ETC.   ANY QUESTIONS REGARDING THIS TEMPLATE SHOULD BE ADDRESSED WITH YOUR ASSIGNED ACQUISITION TEAM. 

GENERAL INFORMATION IS PRESENTED IN BLUE ITALICS WITH PARENTHESIS BORDERS, WHILE FILL-IN GUIDANCE IS PRESENTED IN BLUE ITALICS WITH BRACKET BORDERS. PLEASE DELETE ALL BLUE ITALICS WHEN FINALIZING THE PWS. 

Part 1

General Information


(General information will include background information, a brief description of the scope of work, personnel related matters such as safety requirements, security requirements, security clearances, quality control requirements, …etc.)

1.  General:  This is a non-personal services contract to provide [Insert title of service to be provided]. The Government shall not exercise any supervision or control over the contract service providers performing the services herein.  Such contract service providers shall be accountable solely to the Contractor who, in turn is responsible to the Government. 


1.1  Description of Services/Introduction:  The contractor shall provide all personnel, equipment, supplies, facilities, transportation, tools, materials, supervision, and  other items and non-personal services necessary to perform  [Insert title of service to be provided] as defined in this Performance Work Statement  except for those items specified as government furnished property and services.  The contractor shall perform to the standards in this contract.


1.2 Background:   [Insert history and/or background information on the services that are to be provided.] 

1.3 Objectives:  [Insert a few bullets stating what the basic service objective is.] 

1.4 Scope:  [Insert the type of services that are to be performed].  Services include [Insert what is included in the services to be provided].  The contractor shall accomplish [Insert what should be accomplished, if applicable].


1.5 Period of Performance:  [State period of performance and option years, if applicable.]   For example: The period of performance shall be for one (1) Base Year of 12 months and two (2) 12-month option years.  The Period of Performance reads as follows:

Base Year





Option Year I





Option Year II





1.6 General Information

1.6.1 Quality Control (If applicable):  The contractor shall develop and maintain an effective quality control program to ensure services are performed in accordance with this PWS.  The contractor shall develop and implement procedures to identify, prevent, and ensure non-recurrence of defective services.  The contractor’s quality control program is the means by which he assures himself that his work complies with the requirement of the contract.  [Insert when and how the QCP is to be delivered, i.e., within 30 days after contract award or with the contractors proposal if it is an evaluation  factor, three copies of a comprehensive written QCP shall be submitted to the KO and COR  within 5 working days when changes are made thereafter.]  After acceptance of the quality control plan the contractor shall receive the contracting officer’s acceptance in writing of any proposed change to his QC system.  

1.6.2 Quality Assurance:  The government shall evaluate the contractor’s performance under this contract in accordance with the Quality Assurance Surveillance Plan.  This plan is primarily focused on what the Government must do to ensure that the contractor has performed in accordance with the performance standards.  It defines how the performance standards will be applied, the frequency of surveillance, and the minimum acceptable defect rate(s).       

1.6.3  Recognized Holidays:  [State if the contractor is or is not required to perform services on holidays.]  

New Year’s Day




Labor Day


Martin Luther King Jr.’s Birthday


Columbus Day


President’s Day




Veteran’s Day


Memorial Day




Thanksgiving Day


Independence Day



Christmas Day


1.6.4  Hours of Operation:  The contractor is responsible for conducting business, between the hours of [Insert the appropriate hours for your organization] Monday thru Friday except Federal holidays or when the Government facility is closed due to local or national emergencies, administrative closings, or similar Government directed facility closings.  For other than firm fixed price contracts, the contractor will not be reimbursed when the government facility is closed for the above reasons.  The Contractor must at all times maintain an adequate workforce for the uninterrupted performance of all tasks defined within this PWS  when the Government facility is not closed for the above reasons.  When hiring personnel, the Contractor shall keep in mind that the stability and continuity of the workforce are essential.    

1.6.5 Place of Performance:  The work to be performed under this contract will be performed at [Insert the place of performance, i.e., contractor facility or government facilities].

1.6.6   Type of Contract:  The government will award a (Type of contract to be determined by CCE and the customer).  

1.6.7   Security Requirements:  Contractor personnel performing work under this contract must have a [Insert the level of security required, if applicable] at time of the proposal submission, and must maintain the level of security required for the life of the contract.  The security requirements are in accordance with the attached DD254 (The unit security monitor is responsible for initiating this form).  

1.6.7.1  PHYSICAL Security:  The contractor shall be responsible for safeguarding all government equipment, information and property provided for contractor use.  (Insert the following sentence, if performing in a government facility.)  At the close of each work period, government facilities, equipment, and materials shall be secured.


1.6.7.2  Key Control (If applicable).   The Contractor shall establish and implement methods of making sure all keys/key cards issued to the Contractor by the Government are not lost or misplaced and are not used by unauthorized persons.  NOTE: All references to keys include key cards.  No keys issued to the Contractor by the Government shall be duplicated.  The Contractor shall develop procedures covering key control that shall be included in the Quality Control Plan.  Such procedures shall include turn-in of any issued keys by personnel who no longer require access to locked areas.  The Contractor shall immediately report any occurrences of lost or duplicate keys/key cards to the Contracting Officer.


1.6.7.2.1 In the event keys are lost the Contractor shall immediately contact the COR (and physical property manager, if applicable) to report the loss, to request another key or have the affected lock or locks replaced. The total cost of re-keying or the replacement of the lock or locks may be deducted from the next payment due the Contractor.


1.6.7.2.2. The Contractor shall prohibit the use of Government issued keys/key cards by any persons other than the Contractor’s employees.  The Contractor shall prohibit the opening of locked areas by Contractor employees to permit entrance of persons other than Contractor employees engaged in the performance of assigned work in those areas, or personnel authorized entrance by the Contracting Officer.


1.6.7.3
Lock Combinations (If applicable).    The Contractor shall establish and implement methods of ensuring that all lock combinations are not revealed to unauthorized persons.  The Contractor shall ensure that lock combinations are changed when personnel having access to the combinations no longer have a need to know such combinations.  These procedures shall be included in the Contractor’s Quality Control Plan.


1.6.8   Special Qualifications:  [Insert any special certification requirements for employees if deemed appropriate i.e.," The contractor is responsible for ensuring all employees possess and maintain current Information Assurance Technician (IAT) Level I professional certification during the execution of this contract."]

1.6.9  Post Award Conference/Periodic Progress Meetings:  The Contractor agrees to attend any post award conference convened by the contracting activity or contract administration office in accordance with Federal Acquisition Regulation Subpart 42.5. The contracting officer, Contracting Officers Representative (COR), and other Government personnel, as appropriate, may meet periodically with the contractor to review the contractor's performance.  At these meetings the contracting officer will apprise the contractor of how the government views the contractor's performance and the contractor will apprise the Government of problems, if any, being experienced.  Appropriate action shall be taken to resolve outstanding issues.  These meetings shall be at no additional cost to the government.  


1.6.10  Contracting Officer Representative (COR):  The (COR) will be identified by separate letter.  The COR monitors all technical aspects of the contract and assists in contract administration The COR is authorized to perform the following functions: assure that the Contractor performs the technical requirements of the contract: perform inspections necessary in connection with contract performance: maintain written and oral communications with the Contractor concerning technical aspects of the contract: issue written interpretations of technical requirements, including Government drawings, designs, specifications: monitor Contractor's performance and notifies both the Contracting Officer and Contractor of any deficiencies; coordinate availability of government furnished property, and provide site entry of Contractor personnel.  A letter of designation issued to the COR, a copy of which is sent to the Contractor, states the responsibilities and limitations of the COR, especially with regard to changes in cost or price, estimates or changes in delivery dates.  The COR is not authorized to change any of the terms and conditions of the resulting order. 


1.6.11  Key Personnel:  The follow personnel are considered key personnel by the government:  [Insert the titles of the key personnel i.e., contract manager/Alternate contract manager, Systems Engineer, etc.]   The contractor shall provide a contract manager who shall be responsible for the performance of the work.  The name of this person and an alternate who shall act for the contractor when the manager is absent shall be designated in writing to the contracting officer.  The contract manager or alternate shall have full authority to act for the contractor on all contract matters relating to daily operation of this contract.  The contract manager or alternate shall be available between [Insert the hours, i.e., 8:00 a.m. to 4:30p.m.], Monday thru Friday except Federal holidays or when the government facility is closed for administrative reasons.  Qualifications for all key personnel are listed below:  [Insert the qualifications for all key personnel, i.e., 1.6.11.1 Contract Manager and Alternate, 1.6.11.1.1 The Contract Manager and Alternate must have 24 semester hours in mathematical, engineering, and/or quantitative analysis courses; 15 or more years cost analysis experience; and familiarity with Defense Department Data Sources (e.g. cost and software data reporting, EVM), 1.6.11.2 Systems Administrator, 1.6.11.2.1 The Systems Administrator must have a high degree of expertise with the following systems/protocols:  Microsoft Server 2000 and XP operation and administration, and Network Administration.]

1.6.12  Identification of Contractor Employees:   All contract personnel attending meetings, answering Government telephones, and working in other situations where their contractor status is not obvious to third parties are required to identify themselves as such to avoid creating an impression in the minds of members of the public that they are Government officials.  They must also ensure that all documents or reports produced by contractors are suitably marked as contractor products or that contractor participation is appropriately disclosed.  [Indicate if contractor personnel will be required to obtain and wear badges in the performance of this service.] 

1.6.13  Contractor Travel (If applicable):   [Insert any travel requirements.].  For example:  Contractor will be required to travel CONUS and within the NCR during the performance of this contract to attend meetings, conferences, and training.  The contractor may be required to travel to off-site training locations and to ship training aids to these locations in support of this PWS.  Required language should travel be needed:  Contractor will be authorized travel expenses consistent with the substantive provisions of the Joint Travel Regulation (JTR) and the limitation of funds specified in this contract.  All travel requires Government approval/authorization and notification to the COR.  For proposal purposes, a Not to exceed amount  for travel can be established or you can include in your IGCE and the  workload summary , a projected listing of travel locations to include frequency and number of persons required to travel so the offerors can provide pricing.  

1.6.14  Other Direct Costs (If applicable):  [Insert what the other direct costs requirements will be.  These costs must be preapproved by the contracting officer]  For example:  This category includes travel (outlined in 1.6.13), reproduction, and shipping expenses associated with training activities and visits to contractor facilities.  It could also entail the renting of suitable training venues. 

1.6.15  Data Rights (If applicable):  The Government has unlimited rights to all documents/material produced under this contract.  All documents and materials, to include the source codes of any software, produced under this contract shall be Government owned and are the property of the Government with all rights and privileges of ownership/copyright belonging exclusively to the Government.  These documents and materials may not be used or sold by the contractor without written permission from the Contracting Officer.  All materials supplied to the Government shall be the sole property of the Government and may not be used for any other purpose.  This right does not abrogate any other Government rights.


1.6.16  Organizational Conflict of Interest:  Contractor and subcontractor personnel performing work under this contract may receive, have access to or participate in the development of proprietary or source selection information (e.g., cost or pricing information, budget information or analyses, specifications or work statements, etc.) or perform evaluation services which may create a current or subsequent Organizational Conflict of Interests (OCI) as defined in FAR Subpart 9.5.  The Contractor shall notify the Contracting Officer immediately whenever it becomes aware that such access or participation may result in any actual or potential OCI and shall promptly submit a plan to the Contracting Officer to avoid or mitigate any such OCI.  The Contractor’s mitigation plan will be determined to be acceptable solely at the discretion of the Contracting Officer and in the event the Contracting Officer unilaterally determines that any such OCI cannot be satisfactorily avoided or mitigated, the Contracting Officer may effect other remedies as he or she deems necessary, including prohibiting the Contractor from participation in subsequent contracted requirements which may be affected by the OCI.

1.6.17  PHASE IN /PHASE OUT PERIOD (If applicable):  To minimize any decreases in productivity and to prevent possible negative impacts on additional services, the Contractor shall have personnel on board,  during the [Insert the time period, i.e., sixty (60) day, thirty (30) day, etc.] phase in/ phase out periods.  During the phase in period, the Contractor shall become familiar with performance requirements in order to commence full performance of services on the contract start date.

PART 2


DEFINITIONS & ACRONYMS


(This section includes all appropriate terms and phrases for this PWS.   The definition must be clear and concise, not ambiguous.  Carefully consider each definition because they will be binding for the duration of this contract, unless modified.  In addition, include a complete listing of all acronyms and words or phrases they represent.)

2.  Definitions and Acronyms:

2.1.  DEFINITIONS:  [List any terms used within the PWS that require further definition.  At a minimum, insert the definitions provided below].

2.1.1.  CONTRACTOR.  A supplier or vendor awarded a contract to provide specific supplies or service to the government.  The term used in this contract refers to the prime.

2.1.2.  CONTRACTING OFFICER.   A person with authority to enter into, administer, and or terminate contracts, and make related determinations and findings on behalf of the government.  Note: The only individual who can legally bind the government.


2.1.3.  CONTRACTING OFFICER'S REPRESENTATIVE (COR).   An employee of the U.S. Government appointed by the contracting officer to administer the contract.  Such appointment shall be in writing and shall state the scope of authority and limitations.  This individual has authority to provide technical direction to the Contractor as long as that direction is within the scope of the contract, does not constitute a change, and has no funding implications.  This individual does NOT have authority to change the terms and conditions of the contract. 

2.1.4.  DEFECTIVE SERVICE.  A service output that does not meet the standard of performance associated with the Performance Work Statement.

2.1.5.  DELIVERABLE.  Anything that can be physically delivered, but may include non-manufactured things such as meeting minutes or reports.

2.1.6.  KEY PERSONNEL.  Contractor personnel that are evaluated in a source selection process and that may be required to be used in the performance of a contract by the Key Personnel listed in the PWS.  When key personnel are used as an evaluation factor in best value procurement, an offer can be rejected if it does not  have a firm commitment from the persons that are listed in the proposal.

2.1.7.  PHYSICAL SECURITY.  Actions that prevent the loss or damage of Government property.


2.1.8.  QUALITY ASSURANCE.  The government procedures to verify that services being performed by the Contractor are performed according to acceptable standards.


2.1.9.  QUALITY ASSURANCE Surveillance Plan (QASP).  An organized written document specifying the surveillance methodology to be used for surveillance of contractor performance.  

2.1.10.  QUALITY CONTROL.  All necessary measures taken by the Contractor to assure that the quality of an end product or service shall meet contract requirements.


2.1.11.  SUBCONTRACTOR.  One that enters into a contract with a prime contractor.  The Government does not have privity of contract with the subcontractor.


2.1.12.  WORK DAY.  The number of hours per day the Contractor provides services in accordance with the contract.


2.1.12.  WORK WEEK.  Monday through Friday, unless specified otherwise.

2.2.  ACRONYMS:  [List all acronyms used in the PWS and what they represent.  At a minimum, insert the acronyms provided below].

ACOR


Alternate Contracting Officer's Representative


AFARS


Army Federal Acquisition Regulation Supplement


AR


Army Regulation

CCE


Contracting Center of Excellence 


CFR


Code of Federal Regulations


CONUS


Continental United States (excludes Alaska and Hawaii)


COR


Contracting Officer Representative


COTR


Contracting Officer's Technical Representative


COTS


Commercial-Off-the-Shelf

DA


Department of the Army


DD250


Department of Defense Form 250 (Receiving Report)


DD254


Department of Defense Contract Security Requirement List


DFARS


Defense Federal Acquisition Regulation Supplement


DMDC


Defense Manpower Data Center


DOD


Department of Defense


FAR


Federal Acquisition Regulation 



HIPAA


Health Insurance Portability and Accountability Act of 1996


KO


Contracting Officer 


OCI


Organizational Conflict of Interest


OCONUS

Outside Continental United States (includes Alaska and Hawaii)


ODC 


Other Direct Costs 

PIPO


Phase In/Phase Out


POC


Point of Contact


PRS


Performance Requirements Summary


PWS


Performance Work Statement


QA


Quality Assurance


QAP


Quality Assurance Program


QASP


Quality Assurance Surveillance Plan


QC


Quality Control


QCP


Quality Control Program


TE


Technical Exhibit


PART 3


GOVERNMENT FURNISHED PROPERTY, EQUIPMENT, AND SERVICES


(This section should identify those items such as property, information and/or services that will be provided for the contractor’s use (without cost to the contractor) to allow them to provide the required services, such as materials, facilities, training, etc.  Examples provided below.)

3.  GOVERNMENT FURNISHED ITEMS AND SERVICES:  

3.1. Services (If applicable):  The Government will provide [Insert the services that will be provided, i.e., may include personnel to assist with production set-up].

3.2  Facilities (If applicable):  The Government will provide [Insert what facilities will be provided, i.e.,   the necessary workspace for the contractor staff to provide the support outlined in the PWS to include desk space, telephones, computers, and other items necessary to maintain an office environment].

3.3  Utilities (If applicable):  The Government will provide [Insert what utilities will be provided, i.e., all utilities in the facility will be available for the contractor’s use in performance of tasks outlined in this PWS.]  If utilities are furnished, the following is required:  The Contractor shall instruct employees in utilities conservation practices.  The contractor shall be responsible for operating under conditions that preclude the waste of utilities, which include turning off the water faucets or valves after using the required amount to accomplish cleaning vehicles and equipment.

3.4  Equipment (If applicable):  The Government will provide [Insert what equipment will be provided and/or what the contractor will have access to, i.e., scanners  fax machines, printers, shipping crates, lighting and sound, etc.]

3.5  Materials (If applicable):  The Government will provide [Insert what materials will be provided, i.e., Standard Operating Procedures and Policies.]

PART 4


CONTRACTOR FURNISHED ITEMS AND SERVICES


(This section is used to identify the materials and equipment that the contractor must provide.  Examples provided below.) 

4.  CONTRACTOR FURNISHED ITEMS AND RESPONSIBILITIES:  

4.1  General (If applicable):  The Contractor shall furnish all supplies, equipment, facilities and services required to perform work under this contract that are not listed under Section 3 of this PWS. 


4.2  Secret Facility Clearance (If applicable):  The contractor shall possess and maintain a SECRET facility clearance from the Defense Security Service.  The Contractor’s employees, performing work in support of this contract shall have been granted a SECRET security clearance from the Defense Industrial Security Clearance Office.  The DD 254 is provided as Attachment [Insert the attachment number].

4.3.  Materials (If applicable).  The Contractor shall [Insert what materials will be provided, i.e., furnish materials, supplies, and equipment necessary to meet the requirements under this PWS].

4.4.  Equipment (If applicable).  The Contractor shall [Insert what equipment will be provided, i.e., furnish tractors, lighting and sound, containers, etc. to meet the requirements under this PWS].

PART 5


SPECIFIC TASKS


(This section is the heart of the PWS.  All of the services to be performed under the contract should be described in sufficient detail here.  This includes all general tasks required by the Government.)

5.  Specific Tasks: 

5.1.  Basic Services.  The contractor shall provide services for [Insert the services and/or tasks to be provided by the contractor].

5.2.  Task Heading.  (If applicable) [Insert the specific task to be provided in sequential order, i.e.,5.2, 5.3, etc. by the contractor]  


5.3.  CONTRACTOR MANPOWER REPORTING (CMR) :

The contractor shall report ALL contractor labor hours (including subcontractor labor hours) required for performance of services provided under this contract for the [NAMED COMPONENT] via a secure data collection site. The contractor is required to completely fill in all required data fields using the following web address: http://www.ecmra.mil/, and then click on the “Department of the Army CMRA” or the icon of the DoD organization that is receiving or benefitting from the contract services.

Reporting inputs will be for the labor executed during the period of performance during each Government fiscal year (FY), which runs October 1 through September 30. While inputs may be reported any time during the FY, all data shall be reported no later than October 31 of each calendar year, beginning with 2013. Contractors may direct questions to the help desk by clicking on the “Send an email” which is located under the Help Resources ribbon on the right side of the login page of the applicable Service/Component’s CMR website.


PART 6


APPLICABLE PUBLICATIONS


(In this section list any publications, manuals, and/or regulations that the contractor must abide by.  See example provided below.)

6.  Applicable Publications (Current Editions) (If applicable):  (In this section list any publications, manuals, and/or regulations that the contractor must abide by.  See example provided below.)

6.1. The Contractor must abide by all applicable regulations, publications, manuals, and local policies and procedures.  (For example, insert AR 25-2, AR 530-1.)  

PART 7


ATTACHMENT/TECHNICAL EXHIBIT LISTING


(Under this section list all attachments and technical exhibits that will be useful for the contractor to submit an appropriate proposal. )

7. Attachment/Technical Exhibit List:  

7.1. Attachment 1/Technical Exhibit 1 – Performance Requirements Summary (This document is required for every PWS.  See attached example for format.)

7.2.  Attachment 2/Technical Exhibit 2 – Deliverables Schedule (This document is required for every PWS.  See attached example for format.)

7.3  Attachment 3/Technical Exhibit 3 – Estimated Workload Data (This document should be made available if historical data exists.  See attached example for format.)

TECHNICAL EXHIBIT 1


Performance Requirements Summary 

The contractor service requirements are summarized into performance objectives that relate directly to mission essential items.  The performance threshold briefly describes the minimum acceptable levels of service required for each requirement.  These thresholds are critical to mission success.

		Performance Objective


(The Service required—usually a shall statement)

		Standard

		Performance Threshold (This is the maximum error rate.  It could possibly be “Zero deviation from standard”)

		Method of Surveillance




		% Deduction from monthly invoice for not meeting Performance Standards





		1. Combating Trafficking in Persons


FAR 52.222-50 c

		The Contractor shall Notify its employees of

a. The United States Government's zero tolerance policy described in paragraph 

(b) of this clause

The actions that will be taken against employees for violations of this policy. Such actions may include, but are not limited to, removal from the contract, reduction in benefits, or termination of employment

		100% Compliance 

		100% Inspection, COR Validation

		Example; 5% of total monthly price will be deducted





		2. Contracting Manpower Reporting


PWS XXXX and CLIN XXXX

		The Contractor shall completely fill in all the information in the format using the following web address https://cmra.army.mil. The contractor shall provide the estimated total cost (if any) incurred to comply with this reporting requirement.  Reporting period shall be the period of performance not to exceed 12 months ending September 30 of each government fiscal year and must be reported by 31 October of each calendar year. If contract period of performance ends prior to September 30, the contractor  has 30 day from end date of the contract to complete the CMR requirement.

		100% Compliance

		100% Inspection, COR Validation

		Example; 5% of CLINS  total monthly price will be deducted



		PRS # 1.  

The contractor shall provide [Insert an objective that relates directly to a mission essential required item, i.e., analysis of DoD Business Process and Agency Operating Models and the PWS paragraph number, i.e., PWS  paragraph 5.5].

		The contractor provided [Insert the standard that should be followed, i.e, analysis of DoD Business Process and Agency Operating Model].




		[Insert the minimum acceptable level of service, i.e., No more than one customer complaint per report.]

		[Insert the method of surveillance 


( see listing below) and who performs, i.e., Validated Customer Complaint received by COR.]

		



		PRS # 2  

(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		



		PRS # 3 

(See example provided in PRS 1.) 

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		



		PRS # 4 


(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		



		

		

		

		

		





The following listing provides various types of Surveillance as examples to select from and should not be included on the final document:


Random Sampling:  Appropriate for frequently recurring tasks.  Evaluate randomly selected samples of the lot to determine the acceptability of the entire lot.


Random Inspection Guide, Method of surveillance, Lot size, Sample size, Performance requirement, Sampling procedure, Inspection procedure


100 Percent Inspection:  Appropriate for tasks that occur infrequently.  Inspect and evaluate performance each time task is performed


Periodic Surveillance:  Evaluation of samples selected on other than 100% or statistically random basis.  (i.e., monthly, quarterly, semi-annually etc.)


Validated Customer Complaint:  Complaints must be validated.


NOTE:  You may also identify  any surveillance method used in the commercial market to survey the required service.  (This will be discovered when market research is conducted).


TECHNICAL EXHIBIT 2


DELIVERABLES SCHEDULE


(This technical exhibit lists any reports or documentation that is required as a deliverable to include the frequency, # of copies, medium/format and who/where it is to be submitted.  A deliverable is anything that can be physically delivered but may include non-physical things such as meeting minutes.  Note:  All PWS deliverables should be included in this exhibit.)


		Deliverable

		Frequency

		# of Copies

		Medium/Format

		Submit To



		[Insert the deliverable, i.e., the  DoD Business Process and Agency Operating Models Report and the PWS paragraph number, i.e., PWS  paragraph 5.5.]

		[Insert how often it is to be provided, i.e., by the 5th of  every month, within 30 days of contract award, etc.]



		[Insert the number of copies, i.e., 1 original and 2 copies, how often it is to be provided, i.e., by the 5th of  every month, within 30 days of contract award, etc.]



		[Insert the medium/format that the deliverable is to be provided in, i.e.,  paper (hard copy),  CD in MS Word, DVD, Briefing Slides on CD, Excel Spreadsheet, etc.]



		[Insert where the  deliverable is to be delivered, i.e., Name of Activity,


ATTN:  POC, and Address.]





		[Continue to insert the deliverables in accordance with the example provided above.]

		[Same as above.]

		[Same as above.]

		[Same as above.]

		[Same as above.]



		[Same as above.]

		[Same as above.]

		[Same as above.]

		[Same as above.]

		[Same as above.]



		[Same as above.]

		[Same as above.]

		[Same as above.]

		[Same as above.]

		[Same as above.]





TECHNICAL EXHIBIT 3


ESTIMATED WORKLOAD DATA

(This technical exhibit lists the historical workload data, i.e., the hours previously performed under the PWS by labor category.  This workload data should be used to prepare the Independent Government Cost Estimate (IGCE), if available.  Note:  Based on the PWS, historical workload data can be provided in other formats, i.e., the volume of tasks order issued over a five year period, the number of users by locations requiring Information Technology Support, etc.)


		ITEM

		NAME

		ESTIMATED QUANTITY



		1

		[Insert the Labor Category, i.e, Contract Manager, etc.]

		________

		[Insert the number of hours, i.e., 200 HRs, etc.]



		2

		[Continue to insert the Labor Categories, using example provided above.]

		________

		[Same as above.]



		3

		[Same as above.]

		________

		[Same as above.]



		4

		[Same as above.]

		________

		[Same as above.]



		5

		[Same as above.]

		________

		[Same as above.]
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Add Title of Acquisition

Quality Assurance Surveillance Plan


Add Solicitation or Contract #

NOTE:  THIS QASP IS PROVIDED AS AN ATTACHMENT TO THE SOLICITATION FOR INFORMATIONAL PURPOSES ONLY.  IT WILL NOT BECOME PART OF THIS CONTRACT.


TABLE OF CONTENTS


     Subject



1.  Overview

2.  Description of Services

3.  Roles and Responsibilities

4.  Contract Quality Requirements

5.  Government Surveillance

6.  Non-Conforming Performance

7.  Data Analysis

8.  Acceptance of Services

9.  Monthly COR Activity Report

10. Contractor Manpower Reporting (CMR) 

11.  Quality Assurance Surveillance File

12. Contractor Performance Assessment Reporting System (CPARS)

13. Record Retention

14. QASP Changes

15. Combating Trafficking in Persons (CTIP)

1.  OVERVIEW


1.1   Purpose.  The purpose of this plan is to identify the methods and procedures the Government will use to ensure it receives the services/products under this contract as identified in the Performance Work Statement (PWS).  


1.2   Intent.  The intent of this plan is to hold the Contractor accountable for quality control and to encourage the contractor to take appropriate steps to control and improve quality.  Contractor is responsible to develop an efficient methodology to ensure they meet and/or exceed the required thresholds of service as outlined in this acquisition.  The Government intends to perform surveillance on this contract in accordance with this Quality Assurance Surveillance Plan (QASP), but reserves the right to monitor the contract in any manner necessary, at any times necessary, and at all places necessary to ensure that the rendered services conform to contract requirements.  The Government reserves the right to perform quality assurance at the subcontract level and perform quality assurance at the contractor's place of business, if applicable. Non-conforming services discovered with subcontractors will be addressed with the prime contractor for resolution. 

2.  DESCRIPTION OF SERVICES


2.1   Scope of Work.  (Describe services required by this contract.  Generally can be pulled from the PWS Purpose/Overview/Scope of Work statement.)

2.2  Contract.  (Describe contract type…FFP, IDIQ, etc..  Also identify quality requirements as identified in the contract..i.e., Inspection of Services FAR Clause 52.246-4 Inspection of Services—Fixed Price or Higher Level Quality Requirements FAR Clause 52.246-11.  Also identify additional clauses/contract requirements that would require COR specific attention such as FAR Part 45 Government Property, recurring reports, specific safety requirements, etc.)

3.  ROLES AND RESPONSIBILITIES. (Describe roles and responsibilities of all Government personnel that will work with this contract and contractor)

Contracting Officer (KO) - A person duly appointed with the authority to enter into, administer and terminate contracts on behalf of the Government.  The KO is the only person who can legally commit the Government and only the KO, as the Government’s agent, can modify the contract/order.  The KO is the final authority for determining the adequacy of the Contractor’s performance. KO decisions arising under or relating to the contact are final. 

Contracting Officer’s Representative (COR) – An individual designated in writing by the KO to perform specific technical and administrative functions within the scope and limitations of their written appointment (e.g., surveillance of Contractor’s performance, accept services).  The COR is not empowered to make any contractual commitments or authorize any changes to the order/contract or in any way obligate additional funds by the Government; such authority rests solely with the KO.  

Contract Administrator – ?

Property Administrator - ?

4.  CONTRACT QUALITY REQUIREMENTS


4.1. Quality Control Program.  The Contractor's Quality Control Program requirements are defined in Part -- of the PWS.  The Contractor shall develop, maintain, enforce and document a Quality Control Plan (QCP) which complies with the requirements of this contract and outlines how they will ensure the Government will receive all the services required by the contract at the specified quality level.

4.2. Government Quality Assurance.  The Government will perform Quality Assurance oversight of the Contractor and Contractor’s QCP IAW with this QASP to ensure acceptable levels of contract performance are achieved and that the contractor is performing acceptable levels of Quality Control to ensure fully acceptable services are provided.  


5.  GOVERNMENT SURVIELLANCE

5.1. Methods of Surveillance include but are not limited to:

· 100% Inspection - Reserved for the highest risk areas where consequence of failure is high (i.e. life or limb are threatened) or there is likelihood of mission failure.

· Random Sampling - When a service is performed relatively frequently and a statistically valid sample can be selected for audit. The most appropriate method for frequently recurring tasks. 


· Periodic Sampling - Planned sampling of a service at specific predetermined dates and times. May be appropriate for tasks that occur infrequently. 


· Customer Feedback – Not necessarily a valid method of surveillance but a good indicator for areas surveillance should be conducted or intensified.   


5.2. Monthly Surveillance Schedule. The COR will develop a monthly schedule of surveillance activities based on the Performance Standards as outlined in the  Performance Requirements Summary (PRS)(PRS will be an attachment to this QASP) as well as any other critical contractual requirements determined to be higher risk requiring oversight.  The surveillance outlined in the monthly schedule will be as detailed and in-depth as necessary to provide the Government with the objective quality evidence required to support acceptance of the services provided by the Contractor.  The schedule will provide planned periodic surveillance during all required hours of the Contractor’s operation.  The schedule is “FOR OFFICIAL USE ONLY” and is not releasable to anyone other than authorized Government personnel.  The schedule will identify the method of surveillance, the date of inspection, place of inspection, activity to be monitored, and who will conduct the surveillance (dates and times can be altered without a formal change to the schedule as long as all inspections are performed).  The 410th CSB surveillance schedule shall be used to plan and scheduled monthly surveillance.  The monthly schedule will be completed no later than seven calendar days prior to the beginning of the period it covers and a copy uploaded into VCE.

5.3. Inspection instructions/checklists. The COR will develop inspection instructions/checklists for all planned inspections which may require special instructions on how to perform the inspection, what observations should be made with specific details of what to look for  acceptable performance.  The 410th Surveillance Checklist shall be used for the above purpose.

5.4. Documentation of Inspections.  All inspections/observations will be documented and will include as a minimum date and time, who performed the inspection, what was inspected, to what standard and the results.  Successful or exceptional performance will be documented as well as deficiencies in Contractor performance.   Documentation will be maintained for future reference, audit, proof of inspection and past performance documentation.  The 410th Surveillance Checklist shall be used for the above purpose.


6. Non-Conforming Performance.  The COR will notify the Contractor, in person, each time an unacceptable observation has been recorded and ask the Contractor to correct the problem or re-accomplish the service.  All valid non-conformances observed by the Government will be documented!  The COR will record the contract requirement, the specific deficiency to the requirement, the date and time it was discovered, and have the Contractor initial the entry.  The Contractor will be given a time line after notification to correct the deficiency in accordance with requirements of the contract.  Deficiencies that cannot be corrected within the indentified time line will be reported to the KO.  The approved 410th CSB nonconformance report (NCR) form shall be used to document all contractual nonconformance’ to include issues.  All NCRs shall be logged into the NCR Log. Only KOs shall issue NCRs to the contractor.

6.1. Customer Feedback.  For customer feedback or complaints it is recommended that the Customer Complaint Record DA Form 5477 http://armypubs.army.mil/eforms/pdf/A5477.PDF be used.  However customer feedback can be in any form, verbal or written but no matter the format the COR will maintain a record of the feedback positive or negative.

a. If immediate response to a complaint is required, the COR will provide the response to the requester as soon as practical.  

b. The COR will conduct an investigation to determine the validity of any negative comments received.  

c. If the negative comment is determined not to be valid, if possible, the COR will inform customer of the reason(s) as soon as practical.  

d. For validated negative comments that are true contractual non-conformances see paragraph 6.  If this non-conformance is a more serious (systemic in nature) deficiency or recurring deficiency that could indicate a trend the COR should see paragraph 6.2.   

e. The COR will follow up with the customer of the corrective action taken by the contractor, if applicable.  


6.2. Non-Conformance Reports (NCR).  The COR will report more serious (systemic in nature) deficiencies or recurring deficiencies that could indicate a trend by using the 410th CSB non-conformance report.  The Non-Conformance Report will state the Contract Requirement, the specific contract reference and the specific violation (s) to the requirement.  The COR will forward copies of Non-Conformance Report to the KO within one working day.  The KO will notify the Contractor and request corrective action to the specific non-conformance, identification of the root cause and corrective action for the root cause with a required suspense date.  The KO may require the Contractor to re-perform any services that do not meet contract requirements at no additional cost to the Government. The Contractor will return a copy of the completed and signed Non-Conformance Report along with their Corrective Action Plan (CAP) to the KO for review, approval and inclusion in the contract/order file.  The KO should include the COR in the review of the CAP and re-inspection of services that were found deficient to ensure the CAP included adequate root cause analysis, corrective action for the root cause and that it was accomplished in the timeframe agreed upon.  The KO and COR will not consider the NCR closed until all deficiencies have been corrected and all agreed upon actions of the CAP have been completed.  Contractor’s failure to follow through and complete corrective actions will be reported immediately to the KO for further action. (Note: if the COR has to repeatedly perform re-inspection there could be a Government re-inspection cost which could be recovered from the Contractor).  The COR will also follow-up after the Contractor has completed the corrective action to ensure that the Contractor’s corrective action was sufficient to preclude recurrence.   


7.  Data Analysis.  COR shall perform and document analysis of available data monthly and make adjustments to surveillance schedule as required based on results of analysis.  Analysis shall be used to look for and document trends in performance which may indicate shifts in performance risk that could result in increased or reduced surveillance.  Data can be based on Government observations or Contractor observations.  Negative trends noted using Government observations could result in issuing Contractor a Contract Deficiency Report (CDR).  Trends noted using Contractor data should never result in a CDR unless the Contractor is not addressing the negative trend.  Documentation of data analysis will be in the Monthly COR Activity Report.


8. Acceptance of Services.  When all services have been deemed acceptable and there is documented objective quality evidence to support acceptable performance the COR will accept the services provided and authorize payment upon satisfactory completion of the work.  This is done by approving the Contractor’s invoice in Wide Area Workflow https://wawf.eb.mil/.  


9.  COR Monthly Status Report. By the last working day of the month, the COR will


complete the VCE Online Monthly Report for KO review and acceptance or rejection. The COR


will use the criteria listed below when rating the Contactor’s Quality of Work. In the Contactor’s


Quality of Work comment box the COR will include a summary of inspections performed,


summary of customer complaints, summary of contract discrepancies, recommended adjustments


to surveillance and any other pertinent contract activities. In the individual question comments


box, the COR will include a detailed summary of observations as it pertains to the individual


question.

		Contractors Quality Of Work


Contractor quality of work ratings and criteria are described below:



		Performance 

Rating

		Criteria



		Exceptional 

		Performance meets contractual requirements and exceeds many of the government’s benefits. The contractual performance of the element or sub-element being assessed was accomplished with few minor problems for which corrective actions taken by the contractor were highly effective.



		Very Good 

		Performance meets contractual requirements and exceeds some of the government benefits. The contractual performance element or sub-element being assessed was accomplished with some minor problems for which corrective actions taken by the contractor were highly effective.



		Satisfactory 

		Performance meets all minimum contractual requirements. The contractual performance of the element or sub-element contains some minor problems for which corrective actions taken by the contractor appear or were satisfactory.



		Marginal 

		Performance does not meet some contractual requirements. The contractual performance of the element or sub-element being assessed reflects a serious problem for which the contractor has not yet identified corrective actions. The contractor’s proposed actions appear only marginally effective or were not fully implemented.



		Unsatisfactory 

		Performance does not meet most contractual requirements and recovery is not likely in a timely manner. The contractual performance of the element or sub-element contains serious problem(s) for which the contractor’s corrective actions appear or were ineffective. 





10.  Contractor Manpower Reporting.  The COR shall verify Contactor has complied with the required contractor manpower reporting and document any observations.

11.  Quality Assurance Surveillance File:  The official COR Quality Assurance Surveillance File will be maintained in the on-line COR Management Tool https://arc.army.mil/COR per ACC PAM 70-1.  The Quality Assurance, or COR Surveillance file shall contain the following as applicable:


a. Copy of the COR designation letter from the KO, any changes to that letter, and any termination letters.


b. Training Certifications for COR and refresher training.

c. Copy of the contract and all contract modifications.


d. Copy of the applicable Quality Assurance Surveillance Plan (QASP).


e. Copy of the contractor’s Quality Control Plan (QCP)


f. All correspondence initiated by authorized representatives (Contractor or Government) concerning performance of the contract.


g. Names, position titles and contact information of all key personnel assigned to this contract both Government and Contractor.


h. Monthly surveillance schedules.


i. Surveillance Checklists


j. Records of all inspections performed and the results.


k. Customer Feedback.


l. Memoranda for record of minutes of any meeting, telephone conversations and discussions with the contractor or others pertaining to the contract or contract performance.


m. Documentation pertaining to acceptance of services, reports or data


12. Contractor Performance Assessment Reporting System (CPARS).  Documented surveillance data IAW this QASP will be used as objective data to support CPARS ratings.  The inclusion of detailed documented inspection results provides objectivity to CPARS reporting. CPARS will be accomplished annually or at the end of a Task Order whichever occurs first.


13. Record Retention.  All records will be retained for the life of this contract. The COR/QAE shall ensure all record are uploaded into VCE and all hard copies will be forward to the KO upon completion of the contract/order.

14. QASP Changes. The QASP is a living document and, as such, may be changed as needed.  However, the KO must approve changes.  The COR will submit recommended changes to the KO for approval. Once approved, the COR will upload the newest version into VCE.

15. Combating Trafficking in Persons   (CTIP). Tier 1 Locations, Contracting Officer Representative (COR) shall ensure contractor are in compliance with FAR 52.222-50. 


For Tiers 2, 2 watch list (WL), and 3 locations, CORs shall ensure contractors are in compliance with tier 1 requirements but also will perform spot checks, reviews, assess, and speak with government representatives, contractor, and subcontractor employees to assess if there are indicators of CTIP. If indicators are identified, notify the contracting officer immediately. The 410th CSB CTIP checklist shall be used when conducting CTIP checks and surveillance. CTIP surveillance reporting are completed biannual, so checklists shall be submitted to your the contracting officer NLT the last working day of June and NLT the last working day in November. 


Requirements Table


The contractor service requirements are summarized into performance objectives that relate directly to mission essential items.  The performance threshold briefly describes the minimum acceptable levels of service required for each requirement.  These thresholds are critical to mission success.

		Performance Objective


(The Service required—usually a shall statement)

		Standard

		Performance Threshold (This is the maximum error rate.  It could possibly be “Zero deviation from standard”)

		Method 

of Surveillance




		% Deduction from monthly invoice for not meeting Performance Standards






		1. Combating Trafficking in Persons


FAR 52.222-50 c

		The Contractor shall Notify its employees of


a. The United States Government's zero tolerance policy described in paragraph 


(b) of this clause


The actions that will be taken against employees for violations of this policy. Such actions may include, but are not limited to, removal from the contract, reduction in benefits, or termination of employment

		100% Compliance 

		100% Inspection, COR Validation

		Example; 5% of total monthly price will be deducted






		2. Contracting Manpower Reporting


PWS XXXX and CLIN XXXX

		The Contractor shall completely fill in all the information in the format using the following web address https://cmra.army.mil. The contractor shall provide the estimated total cost (if any) incurred to comply with this reporting requirement.  Reporting period shall be the period of performance not to exceed 12 months ending September 30 of each government fiscal year and must be reported by 31 October of each calendar year. If contract period of performance ends prior to September 30, the contractor has 30 day from end date of the contract to complete the CMR requirement.

		100% Compliance

		100% Inspection, COR Validation

		Example; 5% of CLINS  total monthly price will be deducted



		PRS # 1.  

The contractor shall provide [Insert an objective that relates directly to a mission essential required item, i.e., analysis of DoD Business Process and Agency Operating Models and the PWS paragraph number, i.e., PWS  paragraph 5.5].

		The contractor provided [Insert the standard that should be followed, i.e, analysis of DoD Business Process and Agency Operating Model].




		[Insert the minimum acceptable level of service, i.e., No more than one customer complaint per report.]

		[Insert the method of surveillance 


( see listing below) and who performs, i.e., Validated Customer Complaint received by COR.]

		



		PRS # 2  

(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		



		PRS # 3 

(See example provided in PRS 1.) 

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		



		PRS # 4 


(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		(See example provided in PRS 1.)

		



		

		

		

		

		





The following listing provides various types of Surveillance as examples to select from and should not be included on the final document:


Random Sampling:  Appropriate for frequently recurring tasks.  Evaluate randomly selected samples of the lot to determine the acceptability of the entire lot.


Random Inspection Guide, Method of surveillance, Lot size, Sample size, Performance requirement, Sampling procedure, Inspection procedure


100 Percent Inspection:  Appropriate for tasks that occur infrequently.  Inspect and evaluate performance each time task is performed


Periodic Surveillance:  Evaluation of samples selected on other than 100% or statistically random basis.  (i.e., monthly, quarterly, semi-annually etc.) 

Validated Customer Complaint:  Complaints must be validated.


NOTE:  You may also identify  any surveillance method used in the commercial market to survey the required service.  (This will be discovered when market research is conducted).
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Add Title of Acquisition

Quality Assurance Surveillance Plan

Add Solicitation or Contract #

NOTE:  THIS QASP IS PROVIDED AS AN ATTACHMENT TO THE SOLICITATION FOR INFORMATIONAL PURPOSES ONLY.  IT WILL NOT BECOME PART OF THIS CONTRACT.


TABLE OF CONTENTS


     Subject



1.  Overview

2.  Description of Services

3.  Roles and Responsibilities

4.  Contract Quality Requirements

5.  Government Surveillance

6.  Non-Conforming Performance


7.  Data Analysis


8.  Acceptance of Services


9.  Monthly COR Activity Report

10.  Quality Assurance Surveillance File

11. Construction Contractor Appraisal Support System (CCASS)

12. Record Retention

13. QASP Changes    

15.  Combating Trafficking in Persons   (CTIP)

1.  OVERVIEW


1.1  Purpose.  The purpose of this plan is to identify the methods and procedures the Government will use to ensure it receives the services/products under this contract as identified in the Statement of Work (SOW).

1.2  Intent.  The intent of this plan is to hold the Contractor accountable for quality control and to encourage the contractor to take appropriate steps to control and improve quality.  Contractor is responsible to develop an efficient methodology to ensure they meet and/or exceed the required thresholds of service as outlined in this acquisition.  The Government intends to perform surveillance on this contract in accordance with this Quality Assurance Surveillance Plan (QASP), but reserves the right to monitor the contract in any manner necessary, at any times necessary, and at all places necessary to ensure that the rendered services conform to contract requirements.  The Government reserves the right to perform quality assurance at the subcontract level and perform quality assurance at the contractor's place of business, if applicable. Non-conforming services discovered with subcontractors will be addressed with the prime contractor for resolution.

2.  DESCRIPTION OF SERVICES


2.1  Scope of Work.  Construction of new Exterior Passenger Elevator, Hoistway, and Machine Room for the ease of accessing the second floors of the existing, adjacent buildings, by the customers (JIATF South), and their guests shall be greatly improved.

2.2  Contract.  This is a Construction contract that includes Far clause 52.246.12 Inspection of Construction 

3.  ROLES AND RESPONSIBILITIES. 

Contracting Officer (KO) - A person duly appointed with the authority to enter into, administer and terminate contracts on behalf of the Government.  The KO is the only person who can legally commit the Government and only the KO, as the Government’s agent, can modify the contract/order.  The KO is the final authority for determining the adequacy of the Contractor’s performance. KO decisions arising under or relating to the contact are final. 

Contracting Officer’s Representative (COR) – An individual designated in writing by the KO to perform specific technical and administrative functions within the scope and limitations of their written appointment (e.g., surveillance of Contractor’s performance, accept services).  The COR is not empowered to make any contractual commitments or authorize any changes to the order/contract or in any way obligate additional funds by the Government; such authority rests solely with the KO.

4.  CONTRACT QUALITY REQUIREMENTS


4.1.  Quality Control Program.  The Contractor's Quality Control Program requirements are defined in FAR 52.246-12. The Contractor shall develop, maintain, enforce and document a Quality Control Plan (QCP) which complies with the requirements of this contract and outlines how they will ensure the Government will receive all the services required by the contract at the specified quality level.

4.2.  Government Quality Assurance.  The Government will perform Quality Assurance oversight of the Contractor and Contractor’s QCP IAW with this QASP to ensure acceptable levels of contract performance are achieved and that the contractor is performing acceptable levels of Quality Control to ensure fully acceptable services are provided.  


5.  GOVERNMENT SURVIELLANCE

5.1.  Methods of Surveillance include but are not limited to:

· 100% Inspection - Reserved for the highest risk areas where consequence of failure is high (i.e. life or limb are threatened) or there is likelihood of mission failure.

· Random Sampling - When a service is performed relatively frequently and a statistically valid sample can be selected for audit. The most appropriate method for frequently recurring tasks. 


· Periodic Sampling - Planned sampling of a service at specific predetermined dates and times. May be appropriate for tasks that occur infrequently. 


· Customer Feedback – Not necessarily a valid method of surveillance but a good indicator for areas surveillance should be conducted or intensified.   


5.2. Monthly Surveillance Schedule. The COR will develop a monthly schedule of surveillance activities based on the Performance Standards as outlined in the  Performance Requirements Summary (PRS)(PRS will be an attachment to this QASP) as well as any other critical contractual requirements determined to be higher risk requiring oversight.  The surveillance outlined in the monthly schedule will be as detailed and in-depth as necessary to provide the Government with the objective quality evidence required to support acceptance of the services provided by the Contractor.  The schedule will provide planned periodic surveillance during all required hours of the Contractor’s operation.  The schedule is “FOR OFFICIAL USE ONLY” and is not releasable to anyone other than authorized Government personnel.  The schedule will identify the method of surveillance, the date of inspection, place of inspection, activity to be monitored, and who will conduct the surveillance (dates and times can be altered without a formal change to the schedule as long as all inspections are performed).  The 410th CSB surveillance schedule shall be used to plan and scheduled monthly surveillance.  The monthly schedule will be completed no later than seven calendar days prior to the beginning of the period it covers and a copy uploaded into VCE.

5.2. Inspection instructions/checklists. The COR will develop inspection instructions/checklists for all planned inspections which may require special instructions on how to perform the inspection, what observations should be made with specific details of what to look for  acceptable performance.  The 410th Surveillance Checklist shall be used for the above purpose.

5.3. Documentation of Inspections.  All inspections/observations will be documented and will include as a minimum date and time, who performed the inspection, what was inspected, to what standard and the results.  Successful or exceptional performance will be documented as well as deficiencies in Contractor performance.   Documentation will be maintained for future reference, audit, proof of inspection and past performance documentation.  The 410th Surveillance Checklist shall be used for the above purpose.

6. Non-Conforming Performance.  The COR will notify the Contractor, in person, each time an unacceptable observation has been recorded and ask the Contractor to correct the problem or re-accomplish the service. All valid non-conformances observed by the Government will be documented!  The COR will record the contract requirement, the specific deficiency to the requirement, the date and time it was discovered, and have the Contractor initial the entry. The Contractor will be given a time line after notification to correct the deficiency in accordance with requirements of the contract.  Deficiencies that cannot be corrected within the indentified time line will be reported to the KO.  The approved 410th CSB nonconformance report (NCR) form shall be used to document all contractual nonconformance’ to include issues.  All NCRs shall be logged into the NCR Log. Only KOs shall issue NCRs to the contractor.

6.1. Customer Feedback. For customer feedback or complaints it is recommended that the Customer Complaint Record DA Form 5477 http://armypubs.army.mil/eforms/pdf/A5477.PDF be used.  However customer feedback can be in any form, verbal or written but no matter the format the COR will maintain a record of the feedback positive or negative.

a. If immediate response to a complaint is required, the COR will provide the response to the requester as soon as practical.

b. The COR will conduct an investigation to determine the validity of any negative comments received.

c. If the negative comment is determined not to be valid, if possible, the COR will inform customer of the reason(s) as soon as practical.

d. For validated negative comments that are true contractual non-conformances see paragraph 6.  If this non-conformance is a more serious (systemic in nature) deficiency or recurring deficiency that could indicate a trend the COR should see paragraph 6.2.

e. The COR will follow up with the customer of the corrective action taken by the contractor, if applicable.

6.2. Contract Deficiency Reports. The COR will report more serious (systemic in nature) deficiencies or recurring deficiencies that could indicate a trend by using the 410th CSB non-conformance report.  The Non-Conformance Report will state the Contract Requirement, the specific contract reference and the specific violation (s) to the requirement.  The COR will forward copies of Non-Conformance Report to the KO within one working day.   The KO will notify the Contractor and request corrective action to the specific non-conformance, identification of the root cause and corrective action for the root cause with a required suspense date.  The KO may require the Contractor to re-perform any services that do not meet contract requirements at no additional cost to the Government. The Contractor will return a copy of the completed and signed Non-Conformance Report along with their Corrective Action Plan (CAP) to the KO for review, approval and inclusion in the contract/order file.  The KO should include the COR in the review of the CAP and re-inspection of  services that were found deficient to ensure the CAP included adequate root cause analysis, corrective action for the root cause and that it was accomplished in the timeframe agreed upon.  The KO and COR will not consider the CDR closed until all deficiencies have been corrected and all agreed upon actions of the CAP have been completed.  Contractor’s failure to follow through and complete corrective actions will be reported immediately to the KO for further action. (Note: if the COR has to repeatedly perform re-inspection there could be a Government re-inspection cost which could be recovered from the Contractor).  The COR will also follow-up after the Contractor has completed the corrective action to ensure that the Contractor’s corrective action was sufficient to preclude recurrence.

7.  Data Analysis.  COR shall perform and document analysis of available data monthly and make adjustments to surveillance schedule as required based on results of analysis.  Analysis shall be used to look for and document trends in performance which may indicate shifts in performance risk that could result in increased or reduced surveillance.  Data can be based on Government observations or Contractor observations.  Negative trends noted using Government observations could result in issuing Contractor a Contract Deficiency Report (CDR).  Trends noted using Contractor data should never result in a CDR unless the Contractor is not addressing the negative trend.  Documentation of data analysis will be in the Monthly COR Activity Report.


8. Acceptance of Services.  When all services have been deemed acceptable and there is documented objective quality evidence to support acceptable performance the COR will accept the services provided and authorize payment upon satisfactory completion of the work.  This is done by approving the Contractor’s invoice in Wide Area Workflow https://wawf.eb.mil/.

9.  COR Monthly Status Report. By the last working day of the month, the COR will


complete the VCE Online Monthly Report for KO review and acceptance or rejection. The COR


will use the criteria listed below when rating the Contactor’s Quality of Work. In the Contactor’s


Quality of Work comment box the COR will include a summary of inspections performed,


summary of customer complaints, summary of contract discrepancies, recommended adjustments


to surveillance and any other pertinent contract activities. In the individual question comments


box, the COR will include a detailed summary of observations as it pertains to the individual


question.

		Contractors Quality Of Work


Contractor quality of work ratings and criteria are described below:



		Performance 

Rating

		Criteria



		Exceptional 

		Performance meets contractual requirements and exceeds many of the government’s benefits. The contractual performance of the element or sub-element being assessed was accomplished with few minor problems for which corrective actions taken by the contractor were highly effective.



		Very Good 

		Performance meets contractual requirements and exceeds some of the government benefits. The contractual performance element or sub-element being assessed was accomplished with some minor problems for which corrective actions taken by the contractor were highly effective.



		Satisfactory 

		Performance meets all minimum contractual requirements. The contractual performance of the element or sub-element contains some minor problems for which corrective actions taken by the contractor appear or were satisfactory.



		Marginal 

		Performance does not meet some contractual requirements. The contractual performance of the element or sub-element being assessed reflects a serious problem for which the contractor has not yet identified corrective actions. The contractor’s proposed actions appear only marginally effective or were not fully implemented.



		Unsatisfactory 

		Performance does not meet most contractual requirements and recovery is not likely in a timely manner. The contractual performance of the element or sub-element contains serious problem(s) for which the contractor’s corrective actions appear or were ineffective. 





10.  Quality Assurance Surveillance File:  The official COR Quality Assurance Surveillance File will be maintained in the on-line COR Management Tool https://arc.army.mil/COR per ACC PAM 70-1. The Quality Assurance, or COR Surveillance file shall contain the following as applicable:


a. Copy of the COR designation letter from the KO, any changes to that letter, and any termination letters.


b. Training Certifications for COR and refresher training.

c. Copy of the contract and all contract modifications.


d. Copy of the applicable Quality Assurance Surveillance Plan (QASP).


e. Copy of the contractor’s Quality Control Plan (QCP)


f. All correspondence initiated by authorized representatives (Contractor or Government) concerning performance of the contract.


g. Names, position titles and contact information of all key personnel assigned to this contract both Government and Contractor.


h. Monthly surveillance schedules.


i. Surveillance Checklists


j. Records of all inspections performed and the results.


k. Customer Feedback.


l. Memoranda for record of minutes of any meeting, telephone conversations and discussions with the contractor or others pertaining to the contract or contract performance.


m. Documentation pertaining to acceptance of services, reports or data


11. Construction Contractor Appraisal Support System (CCASS)   Documented surveillance data IAW this QASP will be used as objective data to support CCASS ratings.   The inclusion of detailed documented inspection results provides objectivity to CCASS reporting.  CCASS will be accomplished annually or at the end of a Task Order whichever occurs first.


12. Record Retention.  All records will be retained for the life of this contract.  The COR/QAE will forward these records to the KO upon completion of the contract/order.

13. QASP Changes. The QASP is a living document and, as such, may be changed as needed.  However, the KO must approve changes.  The COR will submit recommended changes to the KO for approval.

14. Combating Trafficking in Persons   (CTIP).  Tier 1 Locations, Contracting Officer Representative (COR) shall ensure contractor are in compliance with FAR 52.222-50. 


For Tiers 2, 2 watch list (WL), and 3 locations, CORs shall ensure contractors are in compliance with tier 1 requirements but also will perform spot checks, reviews, assess, and speak with government representatives, contractor, and subcontractor employees to assess if there are indicators of CTIP. If indicators are identified, notify the contracting officer immediately.  The 410th CSB CTIP checklist shall be used when conducting CTIP checks and surveillance. CTIP surveillance reporting are completed biannual, so checklists shall be submitted to your the contracting officer NLT the last working day of June and NLT the last working day in November. 


The contractor service requirements are summarized into performance objectives that relate directly to mission essential items.  The performance threshold briefly describes the minimum acceptable levels of service required for each requirement.  These thresholds are critical to mission success.

		Performance Objective


(The Service required—usually a shall statement)

		Standard

		Performance Threshold (This is the maximum error rate.  It could possibly be “Zero deviation from standard”)

		Method 

of Surveillance




		% Deduction from monthly invoice for not meeting Performance Standards






		1. Combating Trafficking in Persons


FAR 52.222-50 c

		The Contractor shall Notify its employees of


a. The United States Government's zero tolerance policy described in paragraph 


(b) of this clause


The actions that will be taken against employees for violations of this policy. Such actions may include, but are not limited to, removal from the contract, reduction in benefits, or termination of employment

		100% Compliance 

		100% Inspection, COR Validation

		Example; 5% of total monthly price will be deducted






		 A10


Foundation




		a) Max gross allowable soil bearing pressure: 2ksf


b) Elevator pit shall be waterproofed around entire exterior surface (below grade), per IBC.


c) Foundations shall be reinforced concrete spread footings.

		Zero deviation

		100% Inspection by COR at work completion.

		



		B10


Superstructure



		a) The structural system shall be designed using the following parameters:


Occupancy category: II


Live loads: IAW IBC


Wind loads: Design wind speed: 150 mph; Exposure Cat C


b) All concrete shall be constructed IAW ACI 301. Shall have a 28-day minimum compressive strength of 3000 psi. Slump shall be between 2-4 inches IAW ASTM C143.


c) All concrete masonry shall be constructed IAW ACI 530.1. Shall have a minimum 28-day compressive strength of 1500 psi. Units shall conform to ASTM C90, grade A1. Mortar shall be Type S.


d) Structural steel exposed to weathering shall be adequately protected to prevent corrosion.


e) Steel form deck shall have a G90 galvanized finish, and must have a minimum 26-gage thickness.


f) Cold-formed steel studs, joists and track shall be galvanized with a minimum thickness of 20-gage.




		Zero deviation

		100% Inspection by COR at work completion.

		



		B20-Exterior Enclosure


B2010-Exterior Walls



		a) The primary exterior material of the Hoistway and Machine Room buildings shall be two hour fire rated, 8” concrete masonry with stucco finish, to blend in with the existing adjacent structures.

b) All paint shall be in accordance with the Master Painter Institute (MPI) standards for the exterior architectural surface being finished.


c) Building wrap consisting of air barrier sheeting complying with ASTM E 1677 Type 1, not less than 3 mils thick with a permeance of not less than 575ng/Pa x s x sq.m. Shall have a flame spread index of less than 25 IAW ASTM E 84.


d) All painting and coating materials shall be low VOC. Painting practices shall comply with applicable federal, state, and local laws enacted to insure compliance with Federal Clean Air Standards.




		Zero deviation

		100% Inspection by COR at work completion.

		



		B2030 Exterior Door

		a) Hot dipped zinc coated steel, alloyed type; 90 min. fire rated exterior door and frame filled with grout at the machine room. The door shall have a core foam.


b) Exterior doors shall be heavy duty insulated steel doors and frames for service access. Door frames shall have welded corners. Must comply with ANSI A250.8-1998 (SDI-100).


c) Machine room door shall be a Heavy Duty Door-Level 2, physical performance Level B, Model 1. Door hardware finish shall be brushed stainless steel.


d) Hardware with satin chrome finish throughout.

		Zero deviation

		100% Inspection by COR at work completion.

		



		B30-Roofing

		Provide two hour rated, insulated, metal deck roof design and construction services for new Hoistway and machine room buildings, including all necessary ancillary and incidental work required for a complete, new, watertight, metal deck roof system installation.

		Zero deviation

		100% Inspection by COR at work completion.

		



		B3010-Roof Coverings

		a) Roof slope shall be a minimum of ½ inch per foot. Slope for roof decks shall be accomplished by sloping the structure. All new roof structures shall be sloped to keep water away from existing, adjacent structures.


b) Insulation system above roof deck shall be minimum R-20 over environmentally controlled interiors absent of interior insulation.


c) Insulation shall be Polyisocyanurate Rigid Board Insulation, Mineral Fiber Blanket Insulation to conform to ASTM C991, with Glass Mat Gypsum Roof Board for use above deck or insulation conforming to ASTM C 1177/C 1177M.


d) Fasteners shall meet all requirements of the NRCA and Factory Mutual.


e) Wood nailers shall be pressure-preservative-treated IAW AWPA M2 Standards, permanently marked or branded, and installed flush with the top of the adjacent insulation board.


f) Lightning protection component penetrations and attachments shall be sealed and flashed and anchored in a permanent manner and in a manner to avoid the degradation of the watertight integrity of the roof system.

		Zero deviation

		100% Inspection by COR at work completion.

		



		11B3020- Performance Requirements

		Installed roof system shall be watertight; free of defects in materials and workmanship; free of damage; including blisters, delaminations, cuts, scratches, abrasions, and patchwork; provide for positive drainage of the roof surface are; and suitable for climatic and service conditions of the installation.

		Zero deviation

		100% Inspection by COR at work completion.

		



		B3030-Wind Uplift and Fire Resistance Requirements

		Sheet metal perimeter and flashing components shall be designed, attached, and installed to provide for wind resistance equivalent to or greater than that required for the roof membrane system, and IAW FM, NRCA, or other applicable industry standard recommendations.

		Zero deviation

		100% Inspection by COR at work completion.

		



		B3030-Wind Uplift and Fire Resistance Requirements

		The roof system shall provide Class A or Class B fire resistance, as tested by standard ASTM, FM or UL procedures.

		Zero deviation

		100% Inspection by COR at work completion.

		



		B3070-Quality Control Program

		Contractor shall establish a quality control program to assure adherence to the RFP design and construction requirements and to report on the installation quality.

		Zero deviation

		100% Inspection by COR at work completion.

		



		C10-Interior Construction


C1010-Partitions

		The furred out walls of the Machine room, shall be metal studs with gypsum board.

		Zero deviation

		100% Inspection by COR at work completion.

		



		C30-Interior Finishes


C3010-Wall Finishes

		The interior faces of the machine room concrete masonry partitions shall be painted with a semi gloss acrylic paint. The interior faces of the Hoistway concrete masonry partitions shall be unfinished.

		Zero deviation

		100% Inspection by COR at work completion.

		



		C30-Interior Finishes


C3020-Floor Finishes

		Floor finishes for both the Hoistway and machine room shall be concrete. The machine room floor shall be coated with a sealer appropriate to the function of the space. The Hoistway floor (pit) shall be unfinished.

		Zero deviation

		100% Inspection by COR at work completion.

		



		C30-Interior Finishes


C3030-Ceiling Finishes

		Ceiling finishes for both the Hoistway and machine room shall be painted, exposed structural systems.

		Zero deviation

		100% Inspection by COR at work completion.

		



		D10-Conveying Systems

		Conveying systems shall include hydraulic passenger elevator. The elevator shall be ADA compliant and follow required ADA Accessibility Guidelines.

		Zero deviation

		100% Inspection by COR at work completion.

		



		D101005- Elevator Machine Room

		a) Machine room shall be high capacity passenger with minimum room size square footage of seventy (70 SF) and minimum unobstructed vertical clearance 7’-0”.  Provide minimum machine floor to ceiling height of 8’-0” to maximum of 12’-0”. Locate the elevator machine and controller in the Elevator Machine Room. Machine room shall be located adjacent (next) to passenger elevator on first floor (ground level).


b) Elevator Machine room shall be conditioned air.

		Zero deviation

		100% Inspection by COR at work completion.

		



		D20 Plumbing


D2010-Sanitary Waste

		Provide sump pump in the elevator pit area. The sump pump/drain shall have a capacity to remove a minimum 3000 gal/hr (50 gal/min) for each elevator per ASME A17.1-2007.

		Zero deviation

		100% Inspection by COR at work completion.

		



		D20 Plumbing


D2010-Sanitary Waste

		a) Oil separators in hydraulic elevator pits shall be installed into which all oil-bearing, grease-bearing or flammable wastes shall be discharged before emptying into building drainage system or other point of disposal.


b) The approved alarm system shall work in conjunction with oil sensing pumping system that will pump only water and will activate an alarm to indicate the presence of oil in the sump.

		Zero deviation

		100% Inspection by COR at work completion.

		



		D30-HVAC

		a) The HVAC system shall provide each zone with the choice of heating or cooling year round unless otherwise indicated. The elevator machine room shall have its own limited range of control, as allowed per ASME/ANSI A17.1 and NAVFAC ITG FY01-1.


b) All outside mechanical equipment HVAC cooling/heating and condenser coils shall be provided with manufactured applied factory emersion dipped coating, rated for a minimum of 3000 hours ASTM B117 salt spray test.


c) HVAC equipment shall meet or exceed the recommended efficiencies set forth by FEMP “best available” efficiency, or ENERGY STAR. Equipment selected shall be high efficiency in order to meet EPACT 2005 requirements.


d) Single-phase fractional-horsepower alternating-current motors shall be high efficiency types corresponding to the applications listed in NEMA MG 11. 


e) Noise levels in all areas served by a mechanical system shall comply with ASHRAE Design Guidelines for HVAC related background sound in rooms as indicated in the last ASHRAE Fundamentals Handbook. The RC-rating method shall be utilized.

		Zero deviation

		100% Inspection by COR at work completion.

		



		D40- Fire Protection


D4010- Fire Alarm and Detection Systems

		a) Fire alarm devices shall be compatible with existing GE EST fire alarm control system and include manual stations, system smoke detectors, heat detectors, audio/visual alarms.


b) Manual pull stations shall be flush.


c) Device locations shall be IAW UFC 3-600-01 figure 6-10.


d) Qualifications, Training Plans, and Test Plans and Procedures indicated, shall be submitted 45 calendar days prior to the expected date of execution. Notify KO 14 calendar days prior to all testing. Submit test results within 7 calendar days of completion of testing.


e) The fire hydrants shall be inspected prior to backfilling the trench surrounding the fire hydrants. A report, including pictures shall be provided to the KO. 


f) Remote annunciators shall have a minimum 80 character alphanumeric display with alarm acknowledge, alarm silence, and reset functions.

		Zero deviation

		100% Inspection by COR at work completion.

		



		D50 Electrical


D5010- Electrical Service and Distribution

		a) Provide one electrical distribution panel board to be located inside machine room. Distribution electrical panel shall provide a dedicated shunt trip breaker for elevator main power. Circuit breaker shall be capable of being locked in the open position, and shall serve the power and control for the respective elevator. Panel board shall be provided with a minimum of 10% spare breakers. 


b) All conductors shall be in conduit.

		Zero deviation

		100% Inspection by COR at work completion.

		



		D50-Electrical


D5030- Communications

		Provide telephone outlet with a dedicated line next to each elevator controller for emergency phone service in the elevator car. Indicate outlet on the telephone riser. Provide conduit to all communication cables. Assume 200 ft distance for service connection from the communication room.

		Zero deviation

		100% Inspection by COR at work completion.

		



		D50-Electrical


D5090-Grounding and Lightning Protection

		a) A copper-grounding grid shall be installed around the building addition for the elevator car and machine room and be buried below grade.


b) LPS shall include lightning rods, bare copper conductors, down conductors, including accessories and devices as necessary and required for a complete and usable system.

		Zero deviation

		100% Inspection by COR at work completion.

		



		F20-Selective Building Demolition


F2020- Hazardous Component Abatement

		Disposal: All waste materials shall become the property of the Contractor and shall be transported, disposed of, or recycled IAW NAVFAC SE, PWD Key West, Environmental Department’s policies.

		Zero deviation

		100% Inspection by COR at work completion.

		



		G10-Site Preparation


G1010- Site Clearing

		All grubbing and clearing residue, demolished material, rubbish and debris generated by this project shall be hauled off-site and off station by the Contractor.

		Zero deviation

		100% Inspection by COR at work completion.

		



		G20-Site Improvements


G2030- Pedestrian/Machine Room Paving

		Provide Portland cement concrete sidewalks for access to the elevator as well as access to the elevator’s machine room.

		Zero deviation

		100% Inspection by COR at work completion.

		



		G20-Site Improvements


G2050-Landscaping

		a) Provide turf areas of sod.


b) Seeded areas shall achieve a 95% coverage of the selected species and be weed free at the end of the establishment period. Sodded areas shall achieve 100% coverage and be weed free.


c) Trees shall not be placed within 10ft of any above or below-grade utility line or structure.

		Zero deviation

		100% Inspection by COR at work completion.

		



		G30-Site Civil/Mechanical Utilities

		Engage the services of a utility locator firm to locate all underground utilities in the areas of excavation or trenching.

		Zero deviation

		100% Inspection by COR at work completion.

		



		1.1 Materials and Methods of Construction

		Only new materials and equipment shall be installed in the work. No obsolete or discontinued materials, equipment and appliances shall be used, except that construction materials containing recycled content.

		Zero deviation

		100% Inspection by COR at work completion.

		





The following listing provides various types of Surveillance as examples to select from and should not be included on the final document:


Random Sampling:  Appropriate for frequently recurring tasks.  Evaluate randomly selected samples of the lot to determine the acceptability of the entire lot.


Random Inspection Guide, Method of surveillance, Lot size, Sample size, Performance requirement, Sampling procedure, Inspection procedure


100 Percent Inspection:  Appropriate for tasks that occur infrequently.  Inspect and evaluate performance each time task is performed


Periodic Surveillance:  Evaluation of samples selected on other than 100% or statistically random basis.  (i.e., monthly, quarterly, semi-annually etc.)


Validated Customer Complaint:  Complaints must be validated.


		COR Inspection Checklist & Data Report 

		Meeting Contract Requirements                                                                 

		Method of Surveillance



		Contractor:

		

		



		Contract Number:  W9112CM-11-D-0023

		

		



		Document Number: 

		

		



		Issue Date:     Revision Date:     Revision Number: 

		

		



		Service Provided: 

		

		



		COR Name:                                                    

		

		



		Date:

		PASS

		FAIL

		



		 

		1

		0

		Random Inspection



		COMMENTS: 

		 

		 

		 



		 

		1

		0

		100% Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		Random Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		100% Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		Random Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		100% Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		Random Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		100% Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		Random Inspection



		COMMENTS:

		 

		 

		 



		 

		0

		1

		100% Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		Random Inspection



		COMMENTS:

		 

		 

		 



		 

		0

		1

		100% Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		Random Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		100% Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		Random Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		100% Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		Random Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		100% Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		Random Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		100% Inspection



		COMMENTS:

		 

		 

		 



		 

		1

		0

		Random Inspection



		COMMENTS:

		 

		 

		 



		TOTALS

		19

		2

		90.48%



		All tasks have been inspected in accordance with this checklist per method of surveillance



		KO Summary Report (Required):                                                                                                                                                                                                                    



		Signature and Date of Inspector:



		NAME________________________ DATE_______________________





		[image: image1.jpg]



             

		410th CSB QUALITY ASSURANCE NON CONFORMANCE REPORT



		

		



		

		COR NAME:



		

		EMAIL: 



		

		PHONE:



		DATE ISSUED:

		SUSPENSE DATE:



		LEVEL I * Critical effect on product/service (Potential Health Hazard or Safety Hazard), Issued to the contractors top management to call attention to serious contractual nonconformity. Repeat nonconformities found within one year for the same single point failure, SOF characteristics shall be issued as a level I NCR. A level I NCR may be coupled with contractual remedies such as reductions of progress payments, cost disallowances, or business management systems disapprovals, etc. A level III or II NCR need not be issued before a level I NCR is generated. All level I NCRs shall be coordinated with the KO.



		LEVEL II * Major effects on product/service, Issued when contractual nonconformity cannot be corrected on the spot. Level II NCRs should be directed to the contractor management level responsible for initiating corrective actions.



		LEVEL III * Minor effects on product/service, Issued for nonconformity that can be corrected on the spot and where no further corrective action response is necessary. Level I NCRs shall be documented and issued to the contractor management level responsible for taking corrective actions.



		NCR TITLE:



		NCR LEVEL

		I

		II

		III

		 

		NCR NUMBER:



		PRIME CONTRACTOR:

		SUBCONTRACTOR:



		ISSUED TO PRINT:

		ISSUED BY PRINT:



		SIGNATURE:

		SIGNATURE:



		PROCESS:

		CONTRACT NUMBER:



		DESCRIPTION OF DISCREPANCY



		 



		 



		 



		CONTRACTOR (areas to address)



		 

		Root cause of discrepancy.



		 

		Action taken to correct the specific discrepancy.



		 

		Action taken to correct and prevent recurrence of root cause of discrepancy.



		 

		Action taken to determine if other product is affected by the same or similar discrepancy and action taken regarding susceptible product.



		 

		Action taken to correct the weakness which allowed deficient product to be presented to the government.



		 

		Target dates for implementation of identified corrective actions and applicable recovery plan.



		410th CSB-EU ACTION ONLY



		FOLLOW UP DATE

		REMARKS

		COR SIGNATURE



		 

		 

		 



		NCR CLOSED DATE

		REMARKS

		COR SIGNATURE
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Sample DD Form 250.pdf


 


 


 


Sample DD Form 250 


Block 1 13 Digit contract number, and four digit call/order number, where applicable. 
Block 2 Shipment number. 
Block 3 Actual or estimated shipment date. 
Block 4 Government or commercial bill of lading transportation control number. 
Block 5 Discount terms in percentages and days allowed. 
Block 6 Invoice number and actual or estimated date of submission. 
Block 7 Consecutive page numbers. 
Block 8 Enter “S” for source acceptance point or “D” for destination acceptance point. 
Block 9 Contractor name, address and CAGE Code. 
Block 10 Contract Administration Office address and DoD Activity Address Directory 


(DoDAAC) code number. 
Block 11 Address, FOB and code of “shipped from” location. 
Block 12 Payment office name, address and code as stated in contract. 
Block 13 “Shipped to” address and code from contract. 
Block 14 “Marked for” address and code from contract. 
Block 15 CLIN, SUBCLIN, and ELIN item number as cited in contract. 
Block 16 Item name, stock and/or part number and description. 
Block 17 Quantity shipped. 
Block 18 Abbreviated unit of measure. 
Block 19 Unit Price. 
Block 20 Extended amount. 
Block 21 To be completed by Quality Assurance Representative. 
Block 22 To be completed by receiving activity. 
Block 23 Contractor Use Only. 
 







Form Approved
OMB No. 0704-0248MATERIAL INSPECTION AND RECEIVING REPORT


PLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE ABOVE ADDRESS.
SEND THIS FORM IN ACCORDANCE WITH THE INSTRUCTIONS CONTAINED IN THE DFARS, APPENDIX F-401.


16. STOCK/PART NO.


21. CONTRACT QUALITY ASSURANCE 22. RECEIVER'S USE


15.
ITEM NO.


17. QUANTITY
SHIP/REC'D*


18.
UNIT


19.
UNIT PRICE


20.
AMOUNT


DESCRIPTION
(Indicate number of shipping containers - type of


container - container number.)


a.  ORIGIN b.  DESTINATION


CQA ACCEPTANCE of listed items has


has been made by me or under my supervision and
they conform to contract, except as noted herein or
on supporting documents.


 been made by me or under my supervision and
they conform to contract, except as noted herein or
on supporting documents.


DATE SIGNATURE OF AUTHORIZED
GOVERNMENT REPRESENTATIVE


DD FORM 250, AUG 2000


23.  CONTRACTOR USE ONLY   


DATE RECEIVED


Quantities shown in column 17 were received in
apparent good condition except as noted.


PREVIOUS EDITION IS OBSOLETE.


CQA ACCEPTANCE of listed items


DATE


1.  PROCUREMENT INSTRUMENT IDENTIFICATION
     (CONTRACT) NO.    


6.  INVOICE NO./DATE 7.  PAGE OF 8. ACCEPTANCE POINT


2.  SHIPMENT NO. 3. DATE SHIPPED 4.  B/L      


    TCN


5.  DISCOUNT TERMS


9.  PRIME CONTRACTOR CODE 10.  ADMINISTERED BY CODE


11. SHIPPED FROM (If other than 9) CODE 12.  PAYMENT WILL BE MADE BY CODE


13. SHIPPED TO CODE 14.  MARKED FOR CODE


FOB:  


  ORDER NO.


* If quantity received by the Government is the same
as quantity shipped, indicate by (X) mark; if
different, enter actual quantity received below
quantity shipped and encircle.


TYPED NAME:  


TITLE:    


MAILING ADDRESS:      


COMMERCIAL TELEPHONE 
NUMBER:                           


TYPED NAME:  


TITLE:    


MAILING ADDRESS:      


COMMERCIAL TELEPHONE 
NUMBER:                          


TYPED NAME:  


TITLE:    


MAILING ADDRESS:      


COMMERCIAL TELEPHONE 
NUMBER:                           


SIGNATURE OF AUTHORIZED
GOVERNMENT REPRESENTATIVE


SIGNATURE OF AUTHORIZED
GOVERNMENT REPRESENTATIVE


The public reporting burden for this collection of information is estimated to average 30 minutes per response, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the collection of information.  Send comments regarding this burden estimate or any other aspect of this collection of
information, including suggestions for reducing the burden, to Department of Defense, Washington Headquarters Services, Directorate for Information Operations and Reports (0704-0248),
1215 Jefferson Davis Highway, Suite 1204, Arlington, VA  22202-4302.  Respondents should be aware that notwithstanding any other provision of law, no person shall be subject to any
penalty for failing to comply with a collection of information if it does not display a currently valid OMB control number.





		contract_no: 

		order_no: 

		6_INVOICE_NODATE: 

		page: 

		of_pages: 

		8_ACCEPTANCE_POINT: 

		2_SHIPMENT_NO: 

		3_DATE_SHIPPED: 

		B/L: 

		TCN: 

		5_DISCOUNT_TERMS: 

		code9: 

		prime_contractor: 

		code_10: 

		administered_by: 

		code11: 

		fob11: 

		shipped_from: 

		code12: 

		payment_by: 

		code_13: 

		shipped_to: 

		code_14: 

		marked_for: 

		item_1a: 

		item_1b: 

		description1: 

		quantity1: 

		x1: Off

		unit1: 

		unitprice1: 

		amount1: 

		item_2a: 

		item_2b: 

		description2: 

		quantity2: 

		x2: Off

		unit2: 

		unitprice2: 

		amount2: 

		item_3a: 

		item_3b: 

		description3: 

		quantity3: 

		x3: Off

		unit3: 

		unitprice3: 

		amount3: 

		item_4a: 

		item_4b: 

		description4: 

		quantity4: 

		x4: Off

		unit4: 

		unitprice4: 

		amount4: 

		item_5a: 

		item_5b: 

		description5: 

		quantity5: 

		x5: Off

		unit5: 

		unitprice5: 

		amount5: 

		item_6a: 

		item_6b: 

		description6: 

		quantity6: 

		x6: Off

		unit6: 

		unitprice6: 

		amount6: 

		xcqa21: Off

		xaccept21: Off

		date21: 

		sign21: 

		name21: 

		title21: 

		address21: 

		phone21: 

		xcqa22: Off

		xaccept22: 

		date22: 

		sign22: 

		name22: 

		title22: 

		address22: 

		phone22: 

		date23: 

		sign23: 

		name23: 

		title23: 

		address23: 

		phone23: 

		23_CONTRACTOR_USE_ONLY: 

		Reset: 
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WAWF Training.doc
WAWF Training

Online WAWF Training Link: https://wawf.eb.mil/ 

Below in blue are the modules that need to be completed. There are a total of four (4) certificates once completed

· WAWF Overview  1 Certificate

· WAWF Overview


· WAWF Home Page Overview


· WAWF Session Timeout Overview


· WAWF Navigation


· WAWF Users Role


· WAWF Document Type Overview


· WAWF Generated Email Overview


· Receipts and Acceptance 2 Certificate


· Inspector (1 Certificate)


1. Inspector overview


2. Inspector Creating Receiving Report Documents in WAWF


3. Inspector Work Folders in WAWF


4. Field Inspector Overview


5. Field Inspector Work Folder in WAW


· Acceptor (1 Certificate)

1. Acceptor Overview

2. Acceptor Creating Receiving Report Documents and Misc. Pay Documents in WAWF


3. Acceptor Work Folder in WAWF


· Government Property Receiver 1 Certificate

· Government Receiver Overview


· Government Creating Property Receipt Document in WAWF


· Government Receiver Work Folder in WAWF
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410th CSB J&A (FAR 13.5) Other than Full and Open.docx
		410th CSB Control No. insert 

[bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: OLE_LINK13]Template for a Justification and Approval for Other Than Full and Open Competition 



Completion Instructions:  This is a standard template for the preparation of a Justification and Approval for Other Than Full and Open Competition (J&A) pursuant to FAR Part 6.3. See FAR Subpart 6.3, DFARS Subpart 206.3, and AFARS Subparts 5153.9004 and 5153.9005 for additional guidance. Reference FAR subpart 13.5 vice FAR Part 6 for Commercial Test Program, the use of simplified procedures for the acquisition of certain commercial items in amounts greater than the simplified acquisition threshold, but not exceeding $6.5 million ($12 million for acquisitions described in FAR 13.500(e)) including options, if the contracting officer can  reasonably expect that  offers will  include only  commercial items. This final  rule  extends the sunset date  of the authority at FAR 13.500(d) from January 1, 2012,  to January 1, 2015



[bookmark: OLE_LINK11][bookmark: OLE_LINK12]Tailor all aspects of this template to the individual acquisition. The instructions for preparing a J&A are specified in red italicized language below and should be deleted prior to processing the document for review and approval.  



Approval authority is the Special Competition Advocate for J&As with a cumulative total of between $650K and <$12.5M.



Approval authority is the ECC HCA for J&As with a cumulative total of =/>$12.5M, but <$85.5M in cumulative value.   



Do not include the completion instructions in the completed document.  








JUSTIFICATION DOCUMENT

FOR OTHER THAN FULL AND OPEN COMPETITION



DESCRIPTION OF PROGRAM: (specify program name)





Authority: (same statutory authority as listed in Paragraph 4 in the J&A) 



Amount: $ (to include the cumulative amount with all previous non-competitive action amounts comprising the total if applicable)



Prepared by:

Name:                                                                      DSN:

Title:                                                                         Date:

Email:



Procuring Contracting Officer:

Name:                                                                      DSN:

Title:                                                                         Date:

Email:



Technical/Requirements Representative:

Name:                                                                       Phone:

Title:                                                                          Date:

Email:



Management Representative:

Name:                                                                        DSN:

Title:                                                                           Date:

Email:



(Begin a new page for Review signatures.)



Reviews:  I have reviewed this justification and find it adequate to support other than full and open competition.



Local Small Business  Specialist                                      

Name:                                                                         DSN: 

Signature: _________________________               Date:



410th Special Competition Advocate

Name:                                                                         DSN:

Signature: _________________________               Date:

(DELETE SCA is the approving official.)



Legal Counsel

Name:                                                                         DSN:

Signature: _________________________               Date:



Office Chief

Name:                                                                         DSN:

Signature: __________________________             Date:





410th CSB Principal Assistant Responsible for Contracting

Name:                                                                         Phone:

Signature: ___________________________           Date:












JUSTIFICATION DOCUMENT

FOR OTHER THAN FULL AND OPEN COMPETITION

(Title of Requirement)





1.  CONTRACTING AGENCY:  Specify the contracting agency responsible for this action.



 2.  DESCRIPTION OF ACTION:  Describe the nature of the contractual action for which approval is requested (i.e., new contract, modification).  Include type of contract (e.g. FFP, CPAF) type and year of funds to be used (e.g. R&D, OPA, OMA); and estimated share and ceiling arrangements, when applicable.  If the action is to extend an existing contract/order utilizing the -8 extension of services clause, this must be discussed, and the following passage included:  “The extension will be in accordance with FAR 52.217-8, “Option to Extend Services” clause which is included in the contract but was not evaluated as part of the original contract award.  In the decision of Major Contracting Services, Inc., B-401472, September 14, 2009, the Government Accountability Office (GAO) held that where an agency failed to evaluate the price of an extension authorized by FAR 37.111, as implemented in FAR Clause 52.217-8, the exercise of an option under that clause constituted a “new procurement” that had to meet the FAR Part 6 standards for less than full and open competition.  Although this contract contains FAR Clause 52.217-8, the clause was not evaluated in accordance with the GAO’s criteria.”  



3.  DESCRIPTION OF SUPPLIES/SERVICES:  Describe the supplies and/or services to be acquired.  Include quantities and/or the performance period, as well as the estimated total value (including options if any).

 

4.  AUTHORITY CITED: This action is authorized under provisions of the test program for commercial items (section 4202 of the Clinger-Cohen Act of 1996) or the authority of the Services Acquisition Reform Act of 2003 (41 U.S.C. 428a).



5.  REASON FOR AUTHORITY CITED: Describe how this action requires the use of authority cited.  If applicable, identify the proposed or potential contractor(s) and include a discussion of the proposed contractor's unique qualifications for fulfilling the contract requirements.  If the authority is urgent, include the required delivery schedule and lead-times involved.



a. Background:



b. Alternatives:



c. Justification:



d. Prior Acquisitions:



e. Impact:



6.  EFFORTS TO OBTAIN COMPETITION:    Describe efforts made to ensure that offers are solicited from as many potential sources as is practicable.  Also, describe the extent of effective competition anticipated for this acquisition.



7.  ACTIONS TO INCREASE COMPETITION:  Include a statement of the actions taken (or to be taken) to increase competition before any subsequent acquisition of the supplies or services is required.  There may be instances where it is not possible to compete the current acquisition; explain how competition will be increased or enhanced for the required supplies or services (to include breakout or other considerations).



8.  MARKET RESEARCH:  Describe the extent of the market research (FAR 10.002) conducted to identify all qualified sources and the results thereof.  Research must have been meaningful and conducted within the previous 12 months.



9.  INTERESTED SOURCES:  Include a listing of the sources that expressed written interest in the acquisition.  If 10 U.S.C. 2304(c)(1) is the intended authority, explain why such other sources responding to the synopsis were rejected, if applicable.  (Note:  A pre-solicitation notice should be issued early in the process.  Information received should be analyzed to determine the validity of the sole source J&A action.  If applicable, clearly state "To date, no other sources have expressed an interest in writing." ) Also state that the notices required by FAR 5.201 shall be/have been published and any bids or proposals received shall be considered.  If a FedBizOpps notice will not be published, state which exception in FAR 5.202 applies.



10.  OTHER FACTS:



a.  Procurement History: (if none, state “None”.)



    (1). (If there is any history)



    (2). (If there’s more than one source of historical data, etc)



b.  Acquisition data availability:



c.  Unusual and compelling urgency:



d.  Subcontracting Competition:





(Coordinating signatures should be on a separate page(s) from the rest of the J&A document.)  



11.  TECHNICAL/REQUIREMENTS CERTIFICATION:  I certify that the supporting data under my cognizance included in this Justification are accurate and complete to the best of my knowledge and belief.



Name:                                                               Date:

Title:                                                          Signature: _______________________



12.   MANAGEMENT REVIEW/APPROVAL: The requirement herein described is a valid requirement for the activity named in this Justification.  The technical and requirements information contained in this Justification represent the minimum needs of the Government.  The only way to satisfy this requirement is by limiting the competition as described herein.



Name:                                                               Date:

Title:                                                          Signature: _______________________



13.  FAIR AND REASONABLE COST DETERMINATION:  I hereby determine that the anticipated price for this contract action will be fair and reasonable.  The techniques identified at (provide the basis for this determination, e.g. FAR 15.404-1(b)) will be used to ensure award will be at fair and reasonable prices.  The Contracting Officer used a comparison of industry cost for similar work. The Independent Government Cost Estimate (IGCE) will primarily be an analysis of the contractor’s proposed cost.  Additionally, the techniques identified at (e.g. FAR 15.404-1(c)(2)(iii)) will be used to further ensure award will be at fair and reasonable prices.  (Specify whether or not Certified Cost and Pricing Data will be obtained).



Name:                                                               Date:

Title:                                                          Signature: _______________________





14.  PROCURING CONTRACTING OFFICER CERTIFICATION:  I certify that this Justification is accurate and complete to the best of my knowledge and belief.



Name:                                                               Date:

Title:                                                          Signature: _______________________


If the approval level is higher than the KO, the approval paragraph should be on a separate page from the rest of the J&A document.  HCA is the approving official for all actions >$12.5M, but <$85.5 in cumulative value.  If unsure of approval authority, see “Completion Instructions” at the beginning of this template.)

Approval





Based on the foregoing justification, I hereby approve the procurement of (state supplies/services being procured) on an other than full and open competition basis pursuant to the authority of (state the full statutory authority and FAR cite and title, consistent with paragraph 4, e.g. 10 USC 2304 (c)(1)), as implemented by FAR 6.302-1), subject to the availability of funds, and provided that the services herein described have otherwise been authorized for acquisition.



Signature: ____________________________              Date: ___________________

Name

Title

Agency























2
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410th CSB J&A (FAR 6.302) Other than Full and Open.docx
	Control Number:  00-00

		Template revised on 

Justification Review Document for Other Than Full and Open Competition

Contracting Activity: _________________________

Purchase Request/Local Identification Number: __________________________________

Name of Intended Contractor: _______________________________

Estimated Contract Cost (including options): $__________________

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

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



Prepared By:



Contracting Specialist:             ______________________	_______________	_____________

	             (Name)	(Office Symbol)	   Date Signed

	             DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX

                                                 E-mail:



Contracting Officer:	             ______________________	_______________	_____________

	             (Name)	(Office Symbol)	   Date Signed

	             DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX

                                                 E-mail:



Technical Representative:        __________________________	___________	_____________

	             (Name)	(Office Symbol)	   Date Signed

	             DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX

                                                 

Requirements Representative:  _____________________________	________	 _____________

	             (Name)	(Office Symbol)	    Date Signed

	             DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX

                                                 

Reviews:   I have reviewed this justification and find it adequate to support other than full and open competition.



Legal Counsel:	             _____________________________	________	 _____________

	             (Name)	(Office Symbol)	    Date Signed

	             DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX

                                                 

Special Competition:	             _____________________________	________	 _____________

Advocate	             (Name)	(Office Symbol)	    Date Signed

	             DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX

                                                 

Principal Assistant:	             _____________________________	________	 _____________

Responsible for Contracting    (Name)	(Office Symbol)	    Date Signed

	             DSN: XXX‑XXXX, COM: (XXX) XXX‑XXXX





		



JUSTIFICATION FOR OTHER THAN

FULL AND OPEN COMPETITION



I.  Contracting Activity



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



II.  Description of Action



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





III.  Description of Supplies/Services



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



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



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



IV.  Authority Cited



Actions using other than simplified acquisition procedures (select one):



|_|  FAR 6.302-1:  Only one responsible source and no other supplies or services will satisfy agency requirements, 10 U.S.C. 2304(c)(1) or 41 U.S.C. 253(c)(1).



|_|  FAR 6.302-2:  Unusual and compelling urgency, 10 U.S.C. 2304(c)(2) or 41 U.S.C. 253(c)(2).



|_|  FAR 6.302-5FAR 6.302-5: Authorized or Required by Statute, 10 USC 2304(c)(5)



|_|  Other:  <insert appropriate authority here>





V.  Reason for Authority Cited



a.  Explain why the intended contractor is the only reasonable source who can provide the required supplies or services.  Discuss the unique capabilities, expertise, etc. that support the lack of competition.  Explain factors/unique qualifications such as proprietary data or exclusive licensing rights, if applicable. If brand name, explain why an adequate purchase description or other information suitable to solicit by full and open competition has not been developed or are not available.



b.  For a follow-on contract action of highly specialized services, or the continued development or production of a major system or highly specialized equipment, discuss how the sole source action will avoid duplication of costs that is not expected to be recovered through competition, or discuss the unacceptable delays to the government.  Provide an estimate of the costs that will be duplicated and explain how such estimate was derived.



c.  For contract extensions or bridge contracts when a competitive follow-on is in the works, summarize history of current contract and explain the reasons for any delays in the acquisition.  Include discussion of the milestones for the follow-on action; they should be as tight as possible.  Discuss why it would be neither cost effective nor realistic to expect another contractor to perform during the brief interim period; include issues such as start-up costs, phase-in, transfer of GFP, recruitment and staffing, etc.  If the action is because of a protest, provide a brief discussion of the protest including important dates and the basis of the protest.  Establish that the action will provide the minimum quantity or performance period.



d.  When FAR exception 6.302-2, Urgent and Compelling, is used, the specific extent and nature of the harm to the government must be clearly stated in the J&A.  Explain the chronological events leading up to the requirement and explain why time constraints cannot permit even a limited competition.  Describe impact of required delivery/performance date.  Describe the detrimental effects/serious injury to the mission of the requiring activity or to the government, financial or otherwise, that will result if this justification is not approved and the product or service cannot be provided by the intended sole source contractor.





		VI.  Efforts to Obtain Competition



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



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

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



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



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



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



VII.  Actions to Increase Competition



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

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



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





VIII.	Market Research



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



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

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



IX.  Interested Sources



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



	

X.  Other Facts 



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



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





XI.  Technical/Requirements Personnel’s Certification



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



I certify that the supporting data under my cognizance which is included in the justification are accurate and complete to the best of my knowledge and belief.



		Typed Name:

		



		Position Title:

		



		Signature:             ______________________

		



		Date:

		









XII.  Requirements Certification



I certify that the supporting data under my cognizance which are included in the justification and accurate and complete to the best of my knowledge and belief.



Typed Name:

Position Title:

Signature:              ______________________

Date:



	



		XIII.  Fair and Reasonable Costs



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



I hereby determine that the anticipated cost or price to the Government for this contract action will be fair and reasonable.  Basis for the determination:



[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Typed Name:

Position Title:

Signature:               ______________________

Date:





XIV.  Contracting Officer’s Certification



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



I hereby certify that this justification is accurate and complete to the best of my knowledge and belief.  Based on the foregoing, I approve this sole source justification subject to availability of funds, and provided that the services and supplies herein described have otherwise been authorized for acquisition.



Typed Name:

Position Title:

Signature:               ______________________

Date:



XV.  Approval

Based on the foregoing justification, I hereby approve the procurement of (state equipment/services being procured) on an other than full and open competition basis pursuant to the authority of 10 U.S.C.2304(c)(insert authority), subject to availability of funds, and provided that the services and property herein described have otherwise been authorized for acquisition.

Typed Name:

Position Title:

Signature:              ______________________  

Date:
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		410th CSB Control No. insert control no.

SOLE SOURCE JUSTIFICATION



(Simplified Acquisition Procedures under FAR Part 13 Not Exceeding $150K



1. Agency/Contracting Activity:  



2.  Description of Action:



Nature:  |_|	New Requirement	|_| Follow-On Requirement  

               |_|    Mod to Existing Purchase Order/Contract Number



Pricing: |_|	Firm-Fixed Price         |_|   Time and Materials 



Funds:   |_|	OMA		|_|	Other Funds:_________



3.  Description of Supplies/Services:  

 

a. The total estimated dollar value of the proposed action is $________

b. (Describe the Acquisition) 



4. Authority: 



Action using Simplified Acquisition Procedures



|X|   FAR 13.106-1(b) (1):  For purchases not exceeding the simplified acquisition threshold (SAT), contracting officers may solicit from one source if the contracting officer determines that the circumstances of the contract action deem only one source reasonably available (e.g. urgency, exclusive licensing agreements, brand name, or industrial mobilization.



5.  Reason for Authority Cited: (Describe the circumstances of the contract action and why only one source can meet the government’s needs)



6.  Actions to Increase Competition:  (RFI issued, sole source synopsis posted on Federal Business Opportunities website etc)



7. Market Research: 



(1)Describe the extent and the results of the market research.  List all the sources identified. 

(2) Provide the timeframe the market research was completed and who compiled the data. (Research must be meaningful and have been conducted within the previous 12 months)



8. Procurement History:



Previous Purchase Orders(s) or Contract(s):  |_| Yes   |_| No



Purchase order or contract number:_______________

Was action competed?   |_| Yes   |_| No

If action was not competed, state the cited authority, summarize rationale:____________________________________________________________________________________________________________________________________________________



9.  Additional information to support the justification:   (Discuss any other facts supporting this Justification).



12.  Fair and Reasonable Price Determination:  As Contracting Officer, I hereby determine that the anticipated cost to the Government for this contract action will be fair and reasonable.  Basis for the determination:  price analysis techniques.



13. Contracting Officer’s Approval:  



I hereby certify that this Justification is accurate and complete to the best of my knowledge and belief.  Based on the foregoing, I approve this sole source justification subject to availability of funds, and provided that the services and supplies herein described have otherwise been authorized for acquisition





Signature:______________

Typed Name: 

Title: 

Date: 
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[bookmark: OLE_LINK3][bookmark: OLE_LINK4]		410th CSB Control No. insert 

JUSTIFICATION FOR AN EXCEPTION TO FAIR OPPORTUNITY







Template for a Justification for an Exception to Fair Opportunity 

 

[bookmark: OLE_LINK7][bookmark: OLE_LINK8]Completion Instructions:  This template is applicable when requesting an acquisition as an exception to the fair opportunity process for task- and delivery-order contracts awarded against multiple-award contracts, such as indefinite delivery, indefinite quantity contracts.  This template is not for use for Federal Supply Schedule contracts awarded pursuant to FAR 8.4.  See FAR Subpart 16.5 and DFARS Subpart 216.505-70 for additional guidance.

 

The instructions for preparing a Justification for an Exception to Fair Opportunity are specified in “red” below and should be deleted prior to processing the document for review and approval.  Also, do not include the completion instructions in the completed document.



[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Approval authority is the 410th CSB Competition Advocate for justifications with a cumulative total of between $650K and <$12.5M.



Approval authority is the ECC HCA for justifications with a cumulative total of =/>$12.5M, but less than $85.5M.   



Do not include the completion instructions in the completed document.













































1.  Agency/Contracting Activity:  _____________________



2.  Description of Action:



Nature:      |_|  New Requirement   |_|  Follow-on Order 

[bookmark: Text1]                  |_|  Mod to Existing Order Number 	Insert task/delivery order no.  		



Order against:  Multiple Award ID/IQ Contract Number: ____________________



Pricing:      |_|  Firm-Fixed Price     |_|  Time & Materials	|_|  Cost Type



Funds:       |_|  OMA                        |_|  Other Funds:  	Insert funds type here		





3.  Description of Supplies or Services:



The estimated value of the proposed action is 	$ Insert dollar value, including options, if any



In layman’s terms, briefly describe the supplies or services to be provided, including make & model number where appropriate.  Indicate whether the item to be procured is peculiar to one manufacturer (e.g., a particular brand name, product, or a feature of a product, peculiar to one manufacturer).  If applicable, include quantities of supplies or period of performance for services.  Provide information for any options included in the order.  If the action is a modification to an existing order, distinguish clearly between the work covered by the basic order and the work to be obtained by the proposed modification. If the action is to extend an existing order utilizing the -8 extension of services clause, this must be discussed, and the following passage included:  “The extension will be in accordance with FAR 52.217-8, “Option to Extend Services” clause which is included in (cite basic contract and order) but was not evaluated as part of the original contract award.  In the decision of Major Contracting Services, Inc., B-401472, September 14, 2009, the Government Accountability Office (GAO) held that where an agency failed to evaluate the price of an extension authorized by FAR 37.111, as implemented in FAR Clause 52.217-8, the exercise of an option under that clause constituted a “new procurement” that had to meet the FAR Part 6 standards for less than full and open competition.  Although this contract contains FAR Clause 52.217-8, the clause was not evaluated in accordance with the GAO’s criteria.”



4.  Authority:



|_| Section 803 of the National Defense Authorization Act of 2002 (PL 107-107), FAR 16.505(b)(2) and DFARS 216.505-70(b). The contracting officer shall give every awardee a fair opportunity to be considered for a delivery/task order exceeding $3,000 unless one of the following statutory exceptions applies.  Mark the applicable exception:

	

	|_|  The agency need for the supplies or services is so urgent that providing a fair

opportunity would result in unacceptable delays [FAR 16.505(b)(2)(i)(A)];

	|_|  Only one awardee is capable of providing the supplies or services required at

the level of quality required because the supplies or services are unique or

highly specialized [FAR 16.505(b)(2)(i)(B)];

	|_|  The order must be issued on a sole-source basis in the interest of economy

and efficiency because it is a logical follow-on to an order already issued under the contract, provided that all awardees were given a fair opportunity to be considered for the original order [FAR 16.505(b)(2)(i)(C)];

	|_|  It is necessary to place the order to satisfy a minimum guarantee

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]	[FAR 16.505(b)(2)(i)(D)]; 

|_|  For orders exceeding the simplified acquisition threshold, a statute expressly

authorizes or requires that purchase be made from a specified source  

[FAR 16.505(b)(2)(i)(E)]; or

|_|  In accordance with section 1331 of Public Law 111-240 (15 U.S.C. 644(r)), contracting officers may, at their discretion, set aside orders for any of the small business concerns identified in 19.000(a)(3). When setting aside orders for small business concerns, the specific small business program eligibility requirements identified in part 19 apply.  [FAR 16.505(b)(2)(i)(F)]



OR: 



|_|  Items Peculiar to One Manufacturer (Brand Name):  

The particular brand name, product, or feature is essential to the Government’s requirements, and market research indicates other companies’ similar products, or products lacking the particular feature, do not meet, or cannot be modified to meet, the agency’s needs.  [FAR 16.505(a)(4), see also FAR 11.105].





5.  Rationale/explanation to support cited authority:  Discuss how the cited authority applies and, if applicable, a demonstration of the proposed contractor’s unique qualifications to provide the required supply or service.  When citing exception to the fair opportunity process in accordance with (IAW) FAR 16.505(b)(2)(i)(A), factually establish the urgent need, provide the required performance/delivery schedule, address the lead-time involved, address why other contractors cannot fulfill the government’s needs, and explain the harm/serious injury that will come to the government if the justification is not approved.  When citing exception to the fair opportunity process IAW FAR 16.505(b)(2)(i)(B), explain what is unique or highly specialized about the supply or service and why only the specified contractor can meet the requirement.  When citing exception to the fair opportunity process IAW FAR 16.505(b)(2)(i)(C), specify how recent the previous competitive order was and the number of times this exception has been used; provide rationale describing why the relationship between the initial order and the follow-on is logical (e.g. in terms of scope, period of performance, or value); discuss why the specific requirement continues and why it is to the benefit of the Government for the particular contractor to continue this work.  When citing exception to the fair opportunity process IAW FAR 16.505(b)(2)(i)(D), identify the contract clause and language that specifies the minimum guaranteed amount.



6. Market Research:  Describe the extent of the market research conducted among the contract holders and the results, or a statement of the reason that market research was not conducted.  Brand name specifications shall not be used unless the particular brand name, product, or feature is essential to the government’s requirements, and market research indicates other companies’ similar products, or products lacking the particular feature, do not meet, or cannot be modified to meet, the agency’s need.



7. Actions to Increase Competition:  Describe the actions, if any, the agency may take to remove or overcome any barriers to consideration/fair opportunity prior to any subsequent acquisition for the supplies or services is made.  When citing an exception to the fair opportunity process as set out at FAR 16.505(b)(2)(i)(D), identify methods or future work that will provide the awardees an opportunity to compete for future task/delivery orders.



8. Any other facts supporting the justification:





9.  Technical / Requirements Certification:  I certify that the supporting data under my cognizance which is included in this justification for an exception to fair opportunity is accurate and complete to the best of my knowledge and belief.



		Submitted By:

		  type name  



		Position Title (Division Chief or higher):

		     



		Email address:

		     



		Signature:

		____________________________



		Date:

		     









10.  FAIR AND REASONABLE COST DETERMINATION:  I hereby determine that the order represents the best value, to include the basis for determination of a fair and reasonable price.  The fair and reasonable price will be determined by using one of the price analysis techniques.  Certified cost and pricing data will not be required because the action is for a commercial item.



SIGNATURE: 						     DATE:  				

NAME:  	

TITLE:   	Contracting Officer





11.  Review:  I have reviewed this justification and have no legal objection.



Legal Counsel

Typed Name: _________________ Date: ______________________

Signature: ____________________ 





12.  Contracting Officer’s Approval:  I hereby certify that this justification for an exception to fair opportunity is accurate and complete to the best of my knowledge and belief.  Based on the foregoing, I approve this justification for an exception to fair opportunity subject to availability of funds, and provided that the services and

supplies herein described have otherwise been authorized for acquisition.



Signature: 						     Date:  				

Name:  	

Title:   	Contracting Officer 







(Begin a new page if additional Review/Approvals signatures are required.)





12.  Additional Review/Approvals: Required if cumulative dollar value of justification is greater than contracting officer’s approval level.  



I have reviewed and hereby approve this justification and find it adequate to support the cited source exclusion.



410th CSB Competition Advocate

Name:                                                                         DSN:

Signature: _________________________               Date:





410th CSB Principal Assistant Responsible for Contracting

Name:                                                                         Phone:

Signature: ___________________________           Date:

(DELETE if HCA is NOT the approving official.)



































The approval paragraph should be on a separate page from the rest of the document.  It is required ONLY if approval authority is HCA or higher.)







Approval





Based on the foregoing justification, I hereby approve the procurement of (state supplies/services being procured) pursuant to Section 803 of the National Defense Authorization Act of 2002 (PL 107-107), FAR 16.505(b)(2) and DFARS 216.505-70(b), exception (reiterate exception cited in para 4.), subject to the availability of funds, and provided that the services herein described have otherwise been authorized for acquisition.



Signature: ____________________________              Date: ___________________

Name

Title

Agency
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		410th CSB Control No.  insert				 

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Template for a Federal Supply Schedule (FSS)

Limited Source Justification 



Completion Instructions:  This template is for use when requesting an acquisition under the Federal Supply Schedule (FSS) program that restricts consideration:  (1) of schedule contractors to fewer than required in FAR 8.405-1 or 8.405-2, or (2) to an item peculiar to one manufacturer.  See FAR Subpart 8.4 and DFARS Subpart 208.405-70 for additional guidance.

 

Tailor all aspects of this template to the individual acquisition. The instructions for preparing a LSJ are specified in red italicized language and should be deleted prior to processing the document for review and approval.  Also, do not include the completion instructions in the completed document.		



Approval authority is the Special Competition Advocate for justifications with a cumulative total of between $650K and <$12.5M.



Approval authority is the ECC HCA for justifications with a cumulative total of =/>$12.5M, but <$85.5M.   



Do not include the completion instructions in the completed document.



						








LIMITED SOURCE JUSTIFICATION





1.  Agency/Contracting Activity:  _____________________



2.  Description of Action:



Nature:      |_|  New Requirement   |_|  Follow-on Order 

[bookmark: Text1]                  |_|  Mod to Existing Order Number 	Insert task/delivery order no.  		



Order against:  |_|   FSS Contract Number: _________________________________





Pricing:      |_|  Firm-Fixed Price     |_|  Time & Materials	|_|  Cost Type



Funds:       |_|  OMA                        |_|  Other Funds:  	Insert funds type here		



		Name of Proposed Contractor:

		     



		Street Address:

		     



		City, State, Zip:

		     



		Phone:

		     







<For each proposed contractor if more than one (e.g. brand name):>

		Name of Proposed Contractor:

		     



		Street Address:

		     



		City, State, Zip:

		     



		Phone:

		     







3.  Description of Supplies or Services:



The estimated value of the proposed action is 	$ Insert dollar value, including options, if any



In layman’s terms, briefly describe the supplies or services to be provided, including make & model number where appropriate.  Indicate whether the item to be procured is peculiar to one manufacturer (e.g., a particular brand name, product, or a feature of a product, peculiar to one manufacturer).  If applicable, include quantities of supplies or period of performance for services.  Provide information for any options included in the order.  If the action is a modification to an existing order, distinguish clearly between the work covered by the basic order and the work to be obtained by the proposed modification.









4.  Authority:



|_|   ORDER AGAINST FSS:  Authority of the Multiple Award Schedule Program, Title III of the Federal Property and Administrative Services Act of 1949 (41 USC 251, et seq.); Title 40 USC 501, Services for Executive Agencies; and Section 803 of the National Defense Authorization Act of 2002 (PL 107-107) and implemented by FAR 8.405-6.  Mark the applicable exception:



	|_|  An urgent and compelling need exists, and following the procedures would

	result in unacceptable delays (FAR 8.405-6(a)(1)(i)(A)); 

	

	|_|  Only one source is capable of providing the supplies or services required at

	the level or quality required because the supplies or services are unique or 

	highly specialized (FAR 8.405-6(a)(1)(i)(B)); or



	|_|  In the interest of economy and efficiency, the new work is a logical follow-on

	to an original Federal Supply Schedule order provided that the original order 

	was placed in accordance with the applicable Federal Supply Schedule 

	ordering procedures.  The original order or BPA must not have been previously 

	issued under sole-source or limited sources procedures

	(FAR 8.405-6(a)(1)(i)(C));



OR: 



|_|  Items Peculiar to One Manufacturer (Brand Name):  

The particular brand name, product, or feature is essential to the Government’s requirements, and market research indicates other companies’ similar products, or products lacking the particular feature, do not meet, or cannot be modified to meet, the agency’s needs.  [FAR 8.406-5(b), see also FAR 11.105].



5.  Rationale/explanation to support cited authority:  Discuss how the cited authority applies and, if applicable, a demonstration of the proposed contractor’s unique qualifications to provide the required supply or service.  If pursuing an exception pursuant to FAR 8.405-6(a)(1)(i)(B), describe in detail why a particular brand name, product, or a feature of a product, peculiar to one manufacturer must be used.  Also, describe in detail the existence of other than the “Name Brand” product and discuss why they cannot be used.  For an order that exceeds $150,000 include a written determination that a statute expressly authorizes or requires that the purchase be made from a specified source IAW DFARS 208.405-70(b)(1).



6.  Market Research:  Describe the extent of the market research conducted among the schedule holders and the results, or a statement of the reason that market research was not conducted.  Brand name specifications shall not be used unless the particular brand name, product, or feature is essential to the Government’s requirements, and market research indicates other companies’ similar products, or products lacking the particular feature, do not meet, or cannot be modified to meet, the agency’s need.



7.  Actions to Increase Competition:  Describe the actions, if any, the agency may take to remove or overcome any barriers to consideration/fair opportunity prior to any subsequent acquisition for the supplies or services is made.





8.  Any other facts supporting the justification:





9.  Technical / Requirements Certification:  I certify that the supporting data under my cognizance which is included in this limited sources justification is accurate and complete to the best of my knowledge and belief.



		Submitted By:

		  type name  



		Position Title (Division Chief or higher):

		     



		Email address:

		     



		Signature:

		____________________________



		Date:

		     







10.  Contracting officer’s determination that the order represents best value (FAR 8.404(d), to include the basis for determination of a fair and reasonable price:

Contracting officer's determination that the order represents best value (FAR 8.404(d)), to include the basis for determination of a fair and reasonable price and that additional discounts from FSS pricing will be requested.



SIGNATURE: 						     DATE:  				

NAME:  	

TITLE:   	Contracting Officer





11.  Review:  I have reviewed this justification and have no legal objection.



Legal Counsel

Typed Name: _________________ Date: ______________________

Signature: ____________________ 





12.  Contracting Officer’s Approval:  I hereby certify that this limited source justification is accurate and complete to the best of my knowledge and belief.  Based on the foregoing, I approve this limited source justification subject to availability of funds, and provided that the services and supplies herein described have otherwise been authorized for acquisition.



SIGNATURE: 						     DATE:  				

NAME:  	

TITLE:   	Contracting Officer 







(Begin a new page if additional Review/Approvals signatures are required.)





13.  Additional Review/Approvals: Required if cumulative dollar value of justification is greater than contracting officer’s approval level.  



I have reviewed and hereby approve this justification and find it adequate to support the cited source exclusion.



410th Special Competition Advocate

Name:                                                                         DSN:

Signature: _________________________               Date:





410th CSB Principal Assistant Responsible for Contracting

Name:                                                                         Phone:

Signature: ___________________________           Date:

(DELETE if HCA is NOT the approving official.)





(If the approval is higher than the KO, the approval paragraph should be on a separate page from the rest of the document. 



Approval





Based on the foregoing justification, I hereby approve the procurement of (state supplies/services being procured) pursuant to the authority of the Multiple Award Schedule Program, Title III of the Federal Property and Administrative Services Act of 1949 (41 USC 251, et seq.); Title 40 USC 501, Services for Executive Agencies; and Section 803 of the National Defense Authorization Act of 2002 (PL 107-107) and implemented by FAR 8.405-6. (restate exception cited in para 4.), subject to the availability of funds, and provided that the services herein described have otherwise been authorized for acquisition.



Signature: ____________________________              Date: ___________________

Name

Title

Agency
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COR Training by Type.doc
Type A Training:


1. DAU CLC 106 - COR with a Mission Focus (Refresher Training Every 3 Years)

https://www.atrrs.army.mil/channels/aitas/

2. DAU CLC 206 - COR in the Contingency Environment (If in Contingency Environment)


3. DAU CLM 003 - Overview of Acquisition or equivalent Unit/Agency provided training (Annually) https://www.atrrs.army.mil/channels/aitas/

4. Trafficking in Persons (TIP): http://www.combat-trafficking.army.mil/training.htm   (Annually)


5. Wide Area Workflow - If COR is not performing electronic acceptance then this training is not required. (https://wawf.eb.mil/)

6. 410th CSB COR Comprehension Training


7. Anti-Terrorism Level 1, (Annually)

8. Locality/theater/Mission Specific Training

Type B Training:


1. DAU CLC 222 On-Line training is required (waived if you have taking one of the following: https://www.atrrs.army.mil/channels/aitas/

a.DAU COR 222 (resident version of CLC 222)


b. ALMC-CL COR Course 


2. DAU CLC 206 - COR in the Contingency Environment. (If in Contingency Environment)


3. DAU CLM 003 - Overview of Acquisition or equivalent Unit/Agency provided training (Annually) 


4. Trafficking in Persons (TIP); http://ctip.defense.gov  (Annually)


5. Wide Area Workflow - WAWF is being mandated throughout DoD and recommended for all COR’s; (https://wawf.eb.mil/) 


6.  410th CSB COR Comprehension Training


7.  Anti-Terrorism Level 1, (Annually)

8. Locality/theater/Mission Specific Training

Type C Training:

1. DAU CLC 222 On-Line training is required (waived if you have taking one of the following:

a. DAU COR 222 (resident version of CLC 222) 


b. ALMC-CL COR Course (resident version)


2. DAU CLC 206 - COR in the Contingency Environment (If in Contingency Environment)


3. DAU CLM 003 - Overview of Acquisition or equivalent Unit/Agency provided training (Annually) 


4.Trafficking in Persons (TIP): http://ctip.defense.gov (Annually)


5. Wide Area Workflow - WAWF is being mandated throughout DoD and recommended for all COR’s; (https://wawf.eb.mil/)  


6. 410th CSB COR Comprehension Training 


7. Anti-Terrorism Level 1, (Annually)

8. Locality/theater/Mission Specific Training


9. License or Certificate as identified by the KO and/or the Requiring Activity


Refresher training:  Refresher training is required every 3 years:

1. CORs requiring Type A Training will retake CLC 106


2. CORs requiring Type B or C Training will retake CLC 222 or DAU approved equivalent


3. At least 1 hour of acquisition ethics training (e.g. CLM 003 or agency provided) annually
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VCE-COR Left Side Navigation Panel


1.0 INTRODUCTION TO VCE-COR


VCE-COR is used to nominate, appoint, track, and revoke an individual as a COR against any Army 
issued contract and/or order. The application allows a prospective COR to create a VCE-COR Nomination 
Record for a base contract or for one or more orders against an Indefinite Delivery Vehicle (IDV). Once a 
COR is appointed in VCE-COR to a particular contract/order, the COR is then able to use that record as a 
document repository for related COR documents.


This guide has been prepared to assist users in properly utilizing the VCE-COR application; it also 
outlines the roles and responsibilities of all parties involved with the appointment and oversight of CORs.   
For any questions/assistance, please access the LOCAL GUIDANCE, FORMS, AND POCS link in VCE-
COR to determine your servicing contracting site’s VCE-COR Administrator (and contact information).


1.1 VCE-COR Homepage


The VCE-COR homepage (https://cor.army.mil) contains top level info for all users involved in the 
nomination and appointment of CORs against Army Contracts and links on the left to navigate the site.


In order to access VCE-COR, you will need an active AKO/DKO account and a Common Access Card 
(CAC)/equivalent that is registered to you AKO/DKO account.  If you have a sponsored AKO/DKO 
account, it must be a full guest account (and not an e-mail only account).  Please refer to the AKO 
website (www.us.army.mil) for information related to AKO/DKO accounts and CAC registration.


1.2 VCE-COR Left Navigation Panel at a Glance


Once logged into VCE-COR, a navigation panel will be listed on the left hand side of the page.  This 
panel/these menu items will be available on any page in VCE-COR.  Below is a brief description of each 
menu item.


COR Home – returns the user to the homepage


COR Profile – used by the COR.  Allows the COR to create or edit 
his/her profile information. CORs are required to create a profile in 
order to create and submit a COR Nomination Record.  COR 
Supervisors, Contracting Officers, and Specialists are not required 
to create a COR Profile. See 2.0 COR PROFILE for more information.


COR Nomination Process – used by the COR.  Allows the COR to 
create a new VCE-COR Nomination Record.  The COR must have a 
completed COR Profile in order to create a Nomination Record.  
Supervisors, PCOs, and Specialists would NOT need to access this 
menu item. See 3.1 To Create/Submit a VCE-COR Nomination Record
for more information.


Contract List/Status – provides the user a listing of (and access to) all 
VCE-COR records (both active appointments and those in process) that he/she is involved with/has 
access to. This menu item could be used by all involved roles: CORs, COR Supervisor, and Contracting 
Staff. See 5.1 Contract List/Status for more information.
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Awaiting My Approval – provides the COR Supervisor, Contracting Officer and Specialist access to all 
VCE-COR records that are currently awaiting their approval.  Only pending VCE-COR Nominations 
Records would appear in this menu item, and only when the VCE-COR record is in a specific status.  The 
records are removed from this view once the pending user takes action (i.e., once the COR supervisor 
approves the nomination; once the Contracting Officer approves the nomination and appoints the COR).
CORs would NOT need to access this menu item. See 3.3 To Approve a VCE-COR Nomination 
Record (Supervisor’s approval) or 3.4 To Approve/Appoint a VCE-COR Nomination Record (Contracting 
Officer’s approval) for more information.


Local Guidance, Forms and POCs – allows the user to select the servicing contracting center and view 
any local policy guidance and local POCs contact information for additional assistance. See 6.1 Local 
Guidance, Forms and POCs for more information.


All COR Submitted Documents – allows the COR of any active appointment to see all uploaded files 
documents associated with a contract, even those from previous CORs (i.e., allows multiple CORs on the 
same action (contract/order) to view files uploaded to those COR’s separate VCE-COR records).  See 5.3 
All COR Submitted Documents for more information.


View All Local COR Records – allows Contracting Personnel (e.g., Contracting Officers and Specialists) 
to access all VCE-COR records associated with their Contracting Site.  Only used by Contracting 
Personnel (other users will not have access to any records via this menu item). See 5.4 View All Local 
COR Records for more information.


COR Related Links – provides the user links to various other online tools involved in the COR process.  
See 6.2 COR Related Links for more information.


View All Customer Records – allows VCE Customers (approved by their organization’s VCE 
Gatekeeper/Account Manager for VCE-COR access) to access all VCE-COR records associated with 
their home organization (based on the PEO/Command of the COR, as specified on his/her COR Profile).  
This view is only available to be used by VCE Customers that are specifically approved to VCE-COR 
Customer Access. See 5.5 View All Customer Records for more information.


1.3 VCE-COR Process Overview


COR creates a COR Profile (if he/she has not created one before).
COR creates a VCE-COR Nomination Record and submits it for approval.
COR’s Supervisor approves the COR’s nomination.
PCO approves the COR’s nomination by creating, signing and submitting an appointment letter
Appointed COR accesses the VCE-COR record to upload documents.


A user must create a COR Profile in order to be appointed as a COR in the application.


Once the user has created a COR profile, the process of being appointed as a COR to a contract/order 
begins with the user (the COR Nominee) creating and submitting a VCE-COR Nomination Record. The 
record is then reviewed and approved by the user’s Supervisor or Commander, thus establishing the 
Customer’s approval for the user to be nominated as the COR for that specific contract/order. From 
there, the record is then reviewed and approved by the Contracting Officer, at which point the user is now 
established and recognized as an appointed COR for the specific contract/order.


Once appointed, the COR is able to access the same VCE-COR record and maintain his/her COR File as 
required (e.g., upload the documents relevant to the COR’s duties, including, but not limited to, Monthly 
Status Reports, COR Correspondence reports and CPARS or CMRA documents).
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2.0 COR PROFILE


The COR Profile is the first step in the process for a COR in obtaining an appointment against an Army 
issued contract and/or order. Once a COR creates his/her profile, the COR will be able to establish as 
many VCE-COR Nomination Records as desired/needed. A COR Profile is created once, and then 
information from the profile is used for every individual (and potentially multiple) VCE-COR Nomination
Records the COR creates.  COR Supervisors, Contracting Officers, and Specialists do not need to create 
a COR profile.


2.1 To Create a COR Profile


1. Login to the VCE-COR website (https://cor.army.mil)
2. On the left hand side, click COR Profile.
3. Fill out the profile information.  The following fields are required in order to save the COR Profile: 


a. COR’s AKO Name (auto-filled)
b. COR’s E-mail Address
c. COR’s Address (Work Address, City, State, Zip Code, Country)
d. Department (the COR’s Department)
e. PEO/Command (the COR’s PEO/Command)
f. PM/Directorate (the COR’s PM/Directorate)
g. COR’s Commercial Phone (in the proper format)
h. Certification Information
i. If the COR is not a Certified Acquisition 


Professional, then the first field under 
CAREER EXPERIENCE and CAREER 
EXPERIENCE LEVEL is required.


NOTE: If there’s no appropriate “level” 
that applies for CAREER EXPERIENCE 
LEVEL, just enter the amount of years 
you have in that particular area.


j. If the COR is a Certified Acquisition 
Professional, then PREDOMINANT 
CAREER FIELD and LEVEL OF 
CERTIFICATION is required.


k. Supervisor’s/Commander’s AKO Name
l. Supervisor’s/Commander’s E-mail Address
m. Supervisor’s/Commander’s Commercial Phone (in the proper format)


4. Click SAVE RECORD.  


NOTE: If required fields have not been filled out, or not filled out in the proper format, error 
messages in red will appear.  The profile will NOT save until all required fields have been filled 
out and clicking SAVE RECORD produces no error messages.


Step 3.i – NO to Certified Acquisition Professional


Step 3.j – YES to Certified Acquisition Professional


Step 4 – COR Profile not saved due to errors or missing information Step 4 – COR Profile saved 
successfully 
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5. Once the COR Profile is saved successfully, a new section (COURSE INFORMATION) will become 
available at the bottom of the COR Profile page.  To upload a new training certificate (the training 
certificate must first be electronic and locally available):
a. In the DOCUMENT drop-down menu, select the course that you are uploading.
b. (optional) If the course selected is “DAU CLM 0003 Ethics or Equivalent” or “ALMC-CL, DAU 


COR-222, CLC-222, or Equivalent”, and the training was provided by a non-DAU entity, click the 
EQUIVALENCY PROVIDER checkbox and enter the company that provided the training.


c. (optional) If the course selected is “Refresher Training”, enter the number of hours involved in the 
HOURS field.


d. Next to the COURSE COMPLETION DATE field, click the calendar icon to select the date the 
course was completed (the date must by today’s or a past date).


e. Next to the ADD DOCUMENT field, click BROWSE and navigate to and select the file.  Once 
selected, click OPEN.


f. Click the green plus icon to add the course/certificate to your profile. The page will refresh and 
the training certificate will be listed.  To open/view the file, click the document icon above the file 
name in the Certificate column.


g. Repeat step 5 as needed to upload all related training certificates.
6. Click SAVE RECORD to go back to the COR Homepage or click SAVE AND START NOMINATION 


PROCESS to begin creating a new VCE-COR Nomination Record (see 3.1 To Create/Submit a New 
Nomination Record for more information).


NOTE: Uploading training certificates is not required for the COR to create a new nomination; however, 
VCE-COR automatically checks for certain courses/documents and the Contracting Officer will not be 
able to appoint the COR/approve the nomination if these required courses are not listed on the COR’s 
Profile.  See 7.4 Appendix IV - VCE-COR Training Verification Process for more information.


2.2 Additional Notes regarding creating a COR Profile


It is critical that the COR’s Supervisor’s AKO name is entered correctly.  If the COR’s Supervisor’s 
AKO name is entered incorrectly, the supervisor will not be able to access/approve the COR’s 
nomination.  Correcting the Supervisor’s AKO name in the COR’s Profile will resolve the Supervisor’s 
access issue to any VCE-COR Nomination Records the COR has previously submitted.
It is critical that the COR’s e-mail address and the COR’s Supervisor’s e-mail address are entered 
correctly.  If e-mail addresses are entered incorrectly, e-mail notifications from VCE-COR will fail.  
Any valid e-mail address can be entered (e.g., john.smith@us.army.mil, john.a.smith.civ@mail.mil, 
john.smith@afghan.swa.army.mil).


Use this lower section to add files to the 
table of courses (see step 5 above).


As training certificates are added, the table of 
courses will grow.  Click the document icon 
above the filename to open/view the uploaded 
certificates (see step 5.f above).


Step 5 – Adding training certificates to the Course Information section of the COR Profile 
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When uploading files to the Course Information section, upload the training certificates separately 
(i.e., do not scan multiple certificates into one file and upload it as one course).  Also, make sure the 
proper Document (course) is selected from the drop down menu.  VCE-COR uses the course name 
to make sure the COR has met the minimal training requirements (i.e., do not upload a training 
certificate under “Misc training as required by local center policy” if a more specific choice applies).
See 7.4 Appendix IV – VCE-COR Training Verification Process for more information.
When uploading files to the Course Information section, the maximum allowable file size is 30 
megabytes.  A server error will occur if the file being uploaded is too large.


2.3 To Edit a COR Profile
If information contained on the COR Profile needs to be changed, the following steps will allow the COR 
to make those changes.


1. Login to the VCE-COR website (https://cor.army.mil). 
2. On the left hand side, click COR PROFILE.
3. Modify or add to the profile information as needed (e.g., change existing information or upload 


additional training certificates). Regarding modifying uploaded training certificates, the following 
options are available:


EDIT – allows the COR to change the Course Completion Date and/or replace the current file 
associated with that course.  The Course itself cannot be modified (if the Document/Course 
identified is incorrect, the listing must be deleted and the file uploaded again under the 
Document/Course.
DELETE – allows the COR to delete the listed training certificate.


4. Click SAVE RECORD when complete.  


NOTE: Once the COR profile is changed, all existing VCE-COR Records (both pending and 
appointed records) the COR has previously created will be updated based on these changes (e.g., if 
a supervisor’s AKO name is changed or if additional training has been added, those changes would 
be reflected in all future and existing VCE-COR records).
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Step 3.b.i – Contract/Order Number is known


Step 3.b.ii – Contract/Order Number is NOT known


3.0 COR NOMINATION AND APPOINTMENT PROCESS


The process of appointing a COR begins with the COR creating and submitting a VCE-COR Nomination 
package.  The package/record is then reviewed and approved by the COR’s Supervisor/Commander, and 
ultimately reviewed, approved and appointed by the Contracting Officer.


A VCE-COR Nomination Record can either identify a single contract (a base contract), a single order to a 
contract, or multiple orders to a contract.  This information can be modified as needed (e.g., orders added 
or removed) up until the Contracting Officer (PCO) approves the record/appoints the COR.  Once the 
PCO completes the appointment process of that Nomination Record, additional orders will NOT be able 
to be added to that record, and the COR will have to create a new VCE-COR nomination record for that 
new order/those new orders. See 7.5 APPENDIX V – VCE-COR Multi-Order Appointments for more 
information.


3.1 To Create/Submit a New Nomination Record (COR action)


1. Login to VCE-COR (https://cor.army.mil)
2. On the left hand side, click COR NOMINATION PROCESS.  (A new nomination package can also be 


opened via the SAVE AND START NOMINATION PROCESS button within saved COR Profile.)
3. Review the COR information section – this initial information comes from your own COR Profile.  Any 


changes to this information would need to be done in your COR Profile (see 2.3 To Edit a COR 
Profile for more information)


4. Complete the following sections:
a. Contracting Command/Site – select the supporting contracting command and site (i.e., the 


Command/Site that the Contracting Officer works under).
b. Contract Information – select CONTRACT NUMBER IS KNOWN or CONTRACT NUMBER IS 


NOT KNOWN, depending on the situation:
i. If CONTRACT NUMBER IS KNOWN is selected, enter the 


contract number (and order number(s) as applicable.  Enter 
additional orders using the ADD ORDER button to identify 
multiple orders to be appointed to in this single nomination 
package.


NOTE: if the Contract Number contains “A”, “D”, “G”, or 
“H” in the 3rd section (contract type), then at least one 
Delivery/Task Order must be entered. Use “0000” if being 
appointed to a base Indefinite Delivery Vehicle (being 
appointed to a base action does NOT establish the 
appointed COR as the COR for subsequent orders; the 
specific order(s) must be identified).


ii. If CONTRACT NUMBER IS NOT KNOWN is selected, enter
the PreAward ID (i.e. some text to identify the action this 
nomination pertains to; e.g., the Solicitation Number, PRON 
or PR number, NSN number, program name, etc.). Do NOT 
enter the contract/order number as the PreAward ID.


c. Select the Contracting Officer for this action from the 
provided dropdown.


d. Select the Contracting Specialist for this action from the provided dropdown.
e. (optional) Upload the Quality Assurance Surveillance Plan (QASP) file for this action:


i. Next to ADD QASP DOCUMENT, click BROWSE.
ii. Navigate to and select the local QASP file, then click OPEN (or double click the file).
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Step 4.b. – VCE-COR Nomination not submitted due to errors or missing 
information


Step 4.b.– VCE-COR Nomination submitted 
successfully


iii. (optional) Enter any comments related to the QASP in the DESCRIPTION field.
f. In the COR section, review and check each I CERTIFY checkbox (or click ALL to check them all).
g. (optional) Enter any comments in the COR COMMENTS field (up to 4000 characters). 


5. Perform one of the following actions:
a. (optional) To save the nomination record with a status of DRAFT, click SAVE RECORD 


(WITHOUT ROUTING).  Eventually, you, as the COR, will need to come back into the record and 
submit it for approval (see step 5.b below).


b. To submit the nomination for approval, click SUBMIT RECORD TO 
SUPERVISOR/COMMANDER. If there are any errors with the provided information, the record 
will NOT save and will NOT be submitted.  Errors will show up in red text, and you, as the COR 
will need to correct those errors and re-submit the nomination.  If there are NO errors, a blue 
status bar will be listed at the top of the page reflecting that the record has been submitted, the 
status of the record will change to PENDING SUPERVISOR REVIEW and an e-mail will be sent 
to the supervisor’s/commander’s e-mail address found on the submitting COR’s COR Profile.


3.2 Additional Notes regarding creating a VCE-COR Nomination Record


A QASP is not required to be uploaded in order to submit the record for approval to the supervisor, 
but when the Contracting Officer goes to appoint the COR, a QASP file will need to be uploaded OR
the Contracting Officer will need to submit a QASP Waiver (providing justification as to why a QASP 
is not needed for this particular contract/order).
Clicking COR NOMINATION PROCESS on the left hand side will ALWAYS open a new/blank 
nomination record to complete.  Once a VCE-COR Nomination Record is saved or submitted, that 
record can be accessed/viewed via CONTRACT LIST/STATUS (see 5.1 Contract List/Status for more 
information).


3.3 To Approve a VCE-COR Nomination Record (Supervisor/Commander Action)


Upon submission of the nomination package from the COR to the COR’s Supervisor, the Supervisor will 
receive an email with a link to VCE-COR and instructions regarding how to complete the review process


1. Login to VCE-COR (https://cor.army.mil)
2. On the left hand side, click AWAITING MY APPROVAL.
3. A list of VCE-COR Nomination Records currently pending your approval will be listed.  Click the 


corresponding link for the action you want to approve.


NOTE: If no records are listed here, but you are certain that your COR has submitted a nomination to 
you, the COR must check/correct the AKO name he/she has entered for you on his/her own COR 
profile.  Your correct AKO name is listed in the top right hand corner when logged into VCE-COR and 
you can provide that specific name to your COR so he/she can update it correctly on his/her own 
profile.  Correcting the Supervisor’s/Commander’s AKO name on the COR’s Profile should 
immediately provide you, the Supervisor, access to the record in order to continue with the approval 
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process.


4. The VCE-COR Nomination Record will open.  Review the displayed information.  To open/view an 
attached file (i.e., a COR’s Training Certificate or the QASP), click the document icon above the file 
name.


5. Scroll down to the SUPERVISOR/COMMANDER section.
6. Review all certifications and check each I CERTIFY checkbox (or click ALL to check them all).


NOTE: All certification statements must be checked off by the Supervisor/Commander in order to 
successfully approve the COR’s Nomination Record. If the nomination is being rejected (see step 8.c 
below), then this step is not required.


7. Enter any comments in the APPROVAL/REJECTION COMMENTS field (up to 4000 characters). If 
the nomination is being rejected (see step 8.c below), then comments are required; otherwise, 
comments are optional.


8. Perform one of the following actions:
a. To approve the COR’s nomination, click the SUPERVISOR/COMMANDER APPROVE button.  


As long as all certification statements are checked off (step 6 above), the approval will be 
processed, the record’s status will change from PENDING SUPERVISOR REVIEW to PENDING 
PCO REVIEW, and an e-mail will be sent to the PCO and Specialist identified on the record. No 
further action is required.


b. To save the record (without approving or rejecting), click the SAVE RECORD (WITHOUT 
ROUTING) button.  The VCE-COR nomination record will be saved in its current PENDING 
SUPERVISOR REVIEW status for you to come back to at a later date.


c. To reject the COR’s nomination, click the SUPERVISOR/COMMANDER REJECT button , and 
then click OK  (Comments in the APPROVAL/REJECTION COMMENTS field will be required).
The status of the record will change to RECORD REJECTED BY SUPERVISOR and an e-mail 
with the comments will be sent to the COR.  From there the COR can either modify/correct the 
issue and resubmit the record for approval, or the record can be cancelled (via the CANCEL 
RECORD button at the top of the page).


3.4 To Approve/Appoint a VCE-COR Nomination Record (PCO action)


Upon approval of the nomination package by the COR’s Supervisor/Commander, the Contracting Officer 
and Specialist will both receive an e-mail with a link to VCE-COR and instructions regarding how to 
complete the appointment process.


NOTE: The specialist identified on the record can perform steps 1-10 and save the record via the SAVE 
RECORD (WITHOUT ROUTING) button (see step 12.a.), but the identified PCO is REQUIRED to submit
the QASP WAIVER (see step 11) and sign the APPOINTMENT LETTER (see step 12.c.).


The selected specialist can perform step 12.c (create and submit the letter) except for 12.c.iii (sign the 
letter).  This allows the specialist to prepare the Appointment Letter and submit that unsigned letter to the 
system on the Contracting Officer’s behalf, but the Contracting Officer will still need to come in and sign 
that letter in order to  actually appoint the COR to the specific contract/order.


1. Login to VCE-COR (https://cor.army.mil).
2. On the left hand side, click AWAITING MY APPROVAL.
3. A list of VCE-COR Nomination Records currently pending your approval will be listed.  Click the 


corresponding link for the action you want to approve.
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Step 5 – No QASP file loaded


Step 7 – COR enters a pre-award identifier (LIMO 
SERVICES) rather than the contract/order number(s)


NOTE: If no records are listed here, but you are certain that your COR has selected you as the PCO 
and/or Specialist on the record AND that the COR’s Supervisor/Commander has approved that 
record, contact your local TDA administrator and ask them to check/correct your AKO name on your 
TDA profile. Your correct AKO name is listed in the top right hand corner when logged into VCE-COR 
and you can provide that specific name to your TDA Admin so he/she can correct it in VCE-TDA.  
Once the TDA admin corrects your AKO name, you should then immediately have access to the 
record in order to continue with the approval/appointment process.


4. The VCE-COR Nomination Record will open.  Review the displayed information.  To open/view an 
attached file (i.e., a COR’s Training Certificate or the QASP), click the document icon above the file 
name.


NOTE: It is the responsibility of the PCO to ensure the COR has completed all required training (i.e., 
open the training certificates the COR has uploaded to make sure they are actually the training 
certificates for the identified courses).


5. (optional) If no QASP is listed, but there is a QASP that 
pertains to this action, you will need to upload it via the 
following steps:
a. In the QA SURVEILLANCE PLAN (QASP) section, 


next to ADD QASP DOCUMENT, click BROWSE.
b. Navigate to, select the QASP fie to be uploaded and 


click OPEN (or navigate to and double click the file).  
NOTE: The file will not be uploaded to the record until the 
record is SAVED or APPOINTED.


6. Scroll down to the CONTRACTING OFFICER SECTION.
7. If a contract number has NOT been entered, fill out the 


contract number and any applicable order number(s).  If a 
contract and order(s) have already been identified, review 
the information and change as needed.


8. Select the COR TRAINING TYPE required for this effort (A, B, or C).


NOTE: Click the mouseover icon next to COR TRAINING TYPE to see general descriptions and 
applicability of the A, B, and C Training Types.


9. Select the TYPE OF COR appointment (PRIMARY or ALTERNATE).  


NOTE: a COR must already be appointed to the contract/order(s) as a PRIMARY in order to appoint 
this COR as an ALTERNATE. This selection is for reporting purposes only, and in no way 
establishes or infers different duties between Primary and Alternate CORs.


10. Review and check the I CERTIFY box next to each CONTRACTING OFFICER CERTIFICATION 
statement (or click ALL to check them all in one action).


11. (optional) If no QASP file is listed (see step 5), and the contract/order(s) do not require a QASP, 
perform the following actions to submit a QASP WAIVER:
a. Click the WAIVE QASP button.  A new window will open with a blank QASP WAIVER.
b. Fill out the required fields of the QASP WAIVER.
c. Click the SIGNATURE box and complete the signature


process.


NOTE: The Contract Number CANNOT be changed 
once an appointment letter has been submitted.
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Step 11.d – QASP WAIVER submitted to the record.


Step 12.c – Indications of a successful appointment


d. Click SUBMIT FORM.  The letter will close and the VCE-COR record will refresh.  The QASP 
WAIVER file should now be listed next to the WAIVE QASP button.


12. Continue with one of the following actions (as appropriate).
a. To Save the record without approving or rejecting the nomination: 


i. Click the SAVE RECORD (WITHOUT ROUTING) button.  The information already entered will 
be saved, but status of the record will stay in a PENDING PCO REVIEW status.


b. To Reject the nomination: 
i. (required) Enter justification for the rejection in the APPROVAL/REJECTION COMMENTS 


block.
ii. Click the REJECT COR button.
iii. Select either REJECT AND RE-ROUTE TO COR FOR REWORK (Record status changes to 


RECORD REJECTED BY PCO and can be modified and re-submitted) or REJECT AND 
CANCEL RECORD (Record is cancelled and hidden from view in VCE-COR).


iv. Click OK. An e-mail will be sent to the COR with the rejection comments. 
c. To Approve the nomination (to appoint the COR):


i. Click the APPOINT COR button.  A blank appointment letter will open in a new browser 
window.


ii. Fill out the required fields and any additional information to the letter.
iii. Click the CONTRACING OFFICER SIGNATURE box and complete the signature process.
iv. Click SUBMIT FORM.  The letter will close and the VCE-COR record will refresh.  The 


Appointment Letter should now be listed next to the APPOINT COR button and the Record 
Status should now display ACTIVE PENDING COR CONFIRMATION. An e-mail will be sent to 
the COR notifying him/her of the approval.


NOTE: The COR is not considered officially appointed until the status of the record is ACTIVE 
PENDING COR CONFIRMATION (i.e., the Appointment Letter is successfully submitted).


If a Specialist prepares and submits the letter, the VCE-COR record will remain in a status of 
PENDING PCO REVIEW until the PCO signs the existing letter.  In this scenario, instead of 
clicking APPOINT COR (step 12.c.i), the PCO would open the existing letter by clicking the 
Adobe document icon next to the APPOINT COR button and then perform steps 12.c.iii and 
12.c.iv.


NOTE: In order to appoint the COR (step 12.c), the record must contain a QASP file (step 5)
or a QASP WAIVER (step 11).
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Step 2 – CANCEL RECORD button – listed at the top of a 
pending VCE-COR Nomination Record


3.5 To Cancel a VCE-COR Nomination Record


While a VCE-COR Nomination Record is in a status of DRAFT, PENDING SUPERVISOR REVIEW, or 
PENDING PCO REVIEW, and user with access to the record (e.g., the COR, an Admin, the PCO or 
Specialist) can cancel the record, effectively removing it from the VCE-COR application.


1. Login to VCE-COR (https://cor.army.mil)
2. Open the VCE-COR record to be cancelled (via CONTRACT LIST/STATUS or VIEW ALL LOCAL 


COR RECORDS).
3. Click the CANCEL RECORD button at 


the top of the page.  


If the CANCEL RECORD button is not listed:


Once a VCE-COR Nomination is approved and appointed by the Contracting Officer (i.e. PCO creates, 
signs and submits the appointment letter), the record can no longer be cancelled. Once the appointment 
letter is submitted to the record, the COR is now seen as appointed to that contract/order.  In order for the 
appointment of the COR to be considered not applicable, the PCO must revoke the appointment by 
creating, signing and submitting a Termination Letter to the record (see To Terminate/Revoke a COR for 
more information).  This termination process would be needed even for minor clerical errors, such as 
having a typo in the contract number prior to appointment.
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Step 3 – Scroll down to and then click 
the CONTRACTING OFFICER section


4.0 VCE-COR POST APPOINTMENT ACTIVITIES


4.1 To Confirm an Appointment (COR action)


Once a COR is appointed to the record (i.e., once the PCO submits a signed appointment letter), the last 
process available related to the appointment is for the COR to add his/her signature to the existing 
appointment letter.  


1. Login to VCE-COR (https://cor.army.mil)
2. From the VCE-COR homepage, on the left hand side, click CONTRACT LIST/STATUS.  A list of your 


VCE-COR records will be presented.
3. Click into the VCE-COR record that you want to confirm (the status of the record should be ACTIVE 


PENDING COR CONFIRMATION).


NOTE: If the COR has already signed an earlier version of the letter for this same record, but the 
PCO has created a new appointment letter on the record, it would have a status of ACTIVE, but the 
COR would still be able to continue with the steps below.


4. Scroll down to and expand the CONTRACTING OFFICER section. 


5. Click the PDF icon next to the Appointment Letter.  The letter should 
open in a new browser window (and not in Adobe).


6. Scroll down to the bottom of the letter.
7. Click the COR Signature block and complete the signature process.
8. Click the SUBMIT FORM button.  The letter should close and the VCE-COR record will refresh.  The 


status of the record should now be listed as ACTIVE.


4.2 To Terminate/Revoke a COR (PCO action)


Once a COR is appointed in a VCE-COR record (i.e., once the PCO submits a signed appointment letter), 
in order to revoke that COR’s appointment to the specific contract/order, the following steps must be 
completed by the PCO.


1. Login to VCE-COR (https://cor.army.mil)
2. From the VCE-COR homepage, on the left hand side, click CONTRACT LIST/STATUS.  A list of your 


VCE-COR records will be presented.
3. Click into the VCE-COR record that you want to terminate.
4. Scroll down to and expand the CONTRACTING OFFICER SECTION.
5. Click the TERMINATE/REVOKE COR button.  A blank termination letter will open in a new window.
6. Fill out the required termination information.
7. Click the Contracting Officer Signature block and complete the signature process.
8. Click the SUBMIT FORM button.  The letter should close and the VCE-COR record will refresh.  The 


status of the record should now be listed as TERMINATED, and an e-mail will be sent to the COR 
reflecting the termination.
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Step 3 – Scroll down to and then click 
the CONTRACTING OFFICER section


4.3 To Confirm a Termination (COR action)


Once a COR’s appointment is terminated (i.e., once the PCO submits a signed termination letter), the last 
process available related to the termination is for the COR to add his/her signature to the existing 
termination letter.  


1. Login to VCE-COR (https://cor.army.mil)
2. From the VCE-COR homepage, on the left hand side, click CONTRACT LIST/STATUS.  A list of your 


VCE-COR records will be presented.
3. Click into the VCE-COR record that you want to confirm (the status of the record should be 


TERMINATED).
4. Scroll down to and expand the CONTRACTING OFFICER section. 


5. Click the PDF icon next to the Termination Letter.  The letter should 
open in a new browser window (and not in Adobe).


6. Scroll down to the bottom of the letter.
7. Click the COR Signature block and complete the signature process.
8. Click the SUBMIT FORM button.  The letter should close and the VCE-COR record will refresh.  The 


status of the record should now be listed as TERMINATED.


4.4 COR Online File Management


Once a COR is appointed to a record, the COR is then responsible for maintaining a COR file.  The COR 
can upload documents to the COR ONLINE FILE section of an appointed VCE-COR record.


The COR ONLINE FILE section contains a few different sub-sections for the different types of files that 
would be involved/generated:


Monthly Status Reports
CPARS/CCASS/ACASS Documents
CMRA Documents
COR Trip Reports
COR Correspondence Reports
Miscellaneous Documents (which is further broken out by a few different  Document Types)


An external local file can be uploaded as Monthly Status Report, or the COR can choose to use the 
Online Monthly Report form.  All other file types are simply uploaded to the VCE-COR record. When the 
COR submits a monthly status report (either using the Online form or uploading their own file), an e-mail 
notification is sent from the COR to the PCO and Specialist.  All other file types that are uploaded do not 
generate an e-mail notification.


4.4.1 To Create and Submit the Online Monthly Report Form


1. Login to VCE-COR (https://cor.army.mil)
2. From the VCE-COR homepage, on the left hand side, click CONTRACT LIST/STATUS.  A list of your 


VCE-COR records will be presented.
3. Click into the VCE-COR record that you want submit a report to.
4. Scroll down to the COR’S ONLINE FILE section.
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Step 4 – To create an Online 
Monthly Report


Step 4 – Uploading files to the COR’S ONLINE FILE section


Submitted Monthly Status Reports, yet to be Approved or Rejected


5. Click the ONLINE MONTHLY REPORT button.  A blank form will open in a new browser window.
6. Click into the COR Signature block and complete the signature process.
7. Click the SUBMIT FORM button.  The report will close and the VCE-COR record will refresh.  The 


submitted report should now be listed with a status of submitted, and an 
e-mail will be sent to the PCO/Specialist.


4.4.2 To Upload a Custom Monthly Status Report (or any other type of file)


1. Login to VCE-COR (https://cor.army.mil)
2. From the VCE-COR homepage, on the left hand side, click CONTRACT LIST/STATUS.  A list of your 


VCE-COR records will be presented.
3. Click into the VCE-COR record that you want upload a file to.
4. Scroll down to the COR’S ONLINE FILE section.
5. In the appropriate sub-section:


a. Select the applicable Month and Year.
b. If uploading a file to the Miscellaneous Documents sub-section, select the applicable 


DOCUMENT TYPE.
c. Next to ADD FILE, click BROWSE.
d. Navigate to and select the locally saved document, then click OPEN (or double click the file).
e. Click the ADD FILE button. The file will be uploaded.  If the file was uploaded to the Monthly 


Status Report section, an e-mail notification will be sent to the to the PCO and Specialist. 


4.4.3 To Approve/Reject a Monthly Status Reports (PCO or Specialist action)


All files that a COR uploads to his/her VCE-COR records are available for viewing, but the Monthly Status 
Reports that the COR submits is the only document type that allows for a formal approval/rejection 
process.  Metrics monitor reports that are submitted but not yet approved (or rejected), and in order for a 
Monthly Report to export into a corresponding PCF cabinet (if used), it must be approved.  Either the 
Contracting Officer or Specialist identified on the VCE-COR record can perform the approval process.


1. Login to VCE-COR (https://cor.army.mil)
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2. From the VCE-COR homepage, on the left hand side, click CONTRACT LIST/STATUS.  A list of your 
VCE-COR records will be presented.


3. Click into the VCE-COR record that contains submitted monthly status reports.
4. Scroll down to the COR’S ONLINE FILE section.
5. Click the document icon above the file name to open the report.
6. Review the report and close the file when finished.
7. On the VCE-COR record, next to the submitted report, perform one of the following actions.


a. To approve the report:
i. Click the green APPROVE icon.
ii. Click OK.


b. To reject the report:
i. Click the red REJECT icon.
ii. Enter your Rejection Comments in the provided text box.
iii. Click the COMPLETE REPORT REJECTION button.


4.4.4 To Conduct an Annual File Review (PCO or Specialist action)


The Annual COR File Inspection Checklist is a form available for the Contracting Officer (or Specialist or 
other designated official) to fill out and submit onto the record.  This process is available once the COR is 
appointed (i.e., once the VCE-COR record has a status of Active Pending COR Confirmation, Active, 
Inactive, Terminated Pending COR Confirmation, or Terminated), and can be performed multiple times 
(i.e., more than once annually)


1. Login to VCE-COR (https://cor.army.mil)
2. From the VCE-COR homepage, on the left hand side, click CONTRACT LIST/STATUS.  A list of your 


VCE-COR records will be presented.
3. Click into the VCE-COR record that requires a COR File Inspection.
4. Review the documents uploaded to the record.
5. Scroll to and expand the CONTRACTING OFFICER’s section.
6. Click the CONDUCT ANNUAL FILE REVIEW button, found right above the beginning of the next 


section.  A blank form will open in a new window.
7. Fill out the form.  All fields are required.
8. Click the SUBMIT FORM button.  The form will closed, and the VCE-COR record will refresh.  The 


submitted checklist will now be listed in the ANNUAL COR FILE INSPECTION CHECKLIST section.


4.5 To Modify an Appointed/Active VCE-COR record


After a VCE-COR Nomination Record is created and saved (or submitted), but prior to the record being 
approved/appointed, all fields filled-out on the Nomination Record can be modified as needed.


Once a VCE-COR Nomination Record is approved/appointed (i.e., when the Contracting Officer submits a 
signed Appointment Letter to the record), some of the existing information can be replaced or changed, 
while other information cannot.


What Can Be Replaced/Modified on an Appointed/Active VCE-COR Record?
QASP file can be replaced.
Contracting Command or Contracting Site can be changed (by a VCE-COR Admin only).
Assigned Contracting Officer and/or Specialist can be changed (by a VCE-COR Admin or the 
currently assigned Contracting Officer or Specialist only)
QASP Waiver can be replaced.
Appointment Letter can be replaced (but only for the same contract/order number).
Monthly Status Reports can be deleted and then re-uploaded (i.e., replaced) (only when the 
report’s status is SUBMITTED).
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What Cannot Be Replaced/Modified on an Appointed/Active VCE-COR Record?
Additional Orders cannot be added (or removed) to the existing record (COR would need to 
create a new VCE-COR Nomination Record for additional orders)
Contract/Order(s) Number cannot be changed (If the Contract/Order number was entered 
incorrectly, the PCO will need to terminate the appointment for the incorrect number and the COR 
would need create a new VCE-COR record with the correct Contract/Order number)


4.5.1 To Replace a QASP


1. Login to VCE-COR (https://cor.army.mil)
2. Open the VCE-COR record.
3. In the QA Surveillance Plan section near the top of the record, click BROWSE.
4. Navigate to and select the new QASP to be uploaded, then click open (or double click the file).
5. Scroll down below the COR Certification Statements and click the SAVE RECORD (WITHOUT 


ROUTING) button.


4.5.2 To Change the Contracting Command and/or Contracting Site (Admin Only)


Only a VCE-COR Admin can change the Contracting Command and/or Contracting Site of a VCE-COR 
record once it is appointed.  Please contact your local VCE-COR Admin to request a record transfer.  You 
must provide the new Contracting Command and Contracting Site name, the COR’s name, the 
contract/order number(s) to be transferred, and the names of both the new Contracting Officer and 
Contracting Specialist at the new location as part of this request.


4.5.3 To Reassign the Contracting Officer and/or Specialist. (Admin or Assigned 
Contracting Officer/Specialist Only)


1. Login to VCE-COR (https://cor.army.mil)
2. On the left hand side, click CONTRACT LIST/STATUS
3. Open the VCE-COR record.
4. In the Contract Information section, select the new Contracting Officer and/or Specialist
5. Scroll down below the COR Certification Statements and click the SAVE RECORD (WITHOUT 


ROUTING) button.


4.5.4 To Replace a QASP Waiver (Contracting Officer Only)
1. Login to VCE-COR (https://cor.army.mil)
2. On the left hand side, click CONTRACT LIST/STATUS
3. Open the VCE-COR record.
4. Scroll down to and expand the Contracting Officer Section
5. Click the WAIVE QASP button.  A blank QASP Waiver will open in a new browser window.
6. Fill out the required fields and any additional information to the letter.
7. Click the CONTRACING OFFICER SIGNATURE box and complete the signature process.
8. Click SUBMIT FORM.  The QASP Waiver will close and the VCE-COR record will refresh.  The 


waiver will replace the previous waiver.  


NOTE: The status of the VCE-COR record will not change if the QASP Waiver is replaced.


4.5.5 To Replace an Appointment Letter (Contracting Officer Only)
1. Login to VCE-COR (https://cor.army.mil)
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2. On the left hand side, click CONTRACT LIST/STATUS
3. Open the VCE-COR record.
4. Scroll down to and expand the Contracting Officer Section
5. Click the APPOINT COR button.  A blank appointment letter will open in a new browser window.
6. Fill out the required fields and any additional information to the letter.
7. Click the CONTRACING OFFICER SIGNATURE box and complete the signature process.
8. Click SUBMIT FORM.  The letter will close and the VCE-COR record will refresh.  The new letter 


will replace the previous letter.  


NOTE: The status of the VCE-COR record will not change if the appointment letter is replaced.


4.5.6 To Delete a File from the COR Online File Section
1. Login to VCE-COR (https://cor.army.mil)
2. On the left hand side, click CONTRACT LIST/STATUS
3. Scroll down to the COR ONLINE FILE section.
4. Click DELETE next to file you want to remove.


NOTE: Monthly Status Reports cannot be deleted once they have been approved or rejected in 
the system.
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5.0 VCE-COR NAVIGATION


VCE-COR involves five views (via the menu items on the left) that allow users to view a list of VCE-COR 
records saved in the system and access those records.  The five views are used for different purposes 
(display different information) and not all five views are applicable for/used by all users.  Ultimately, these
views are used to find and access VCE-COR records.  This section describes each of these five views in 
detail.


These views provide summary information of the VCE-COR records, identifying the COR, the 
contract/order number and/or pre-award identifier, the record’s current status, the COR Supervisor, the 
Contracting Officer and Specialist. 


5.1 Contract List/Status


Available to: All users (that are assigned to VCE-COR records)
Displays: VCE-COR records specifically associated/assigned to the user (regardless of the record’s 
status)
Used for: Accessing any VCE-COR records the user is associated with.


5.2 Awaiting My Approval


Available to: Supervisors/Commanders, Contracting Officers and Specialists
Displays: VCE-COR records currently in a status of PENDING SUPERVISOR REVIEW (displayed only 
for the assigned Supervisor/Commander) or PENDING PCO REVIEW (displayed only for the assigned 
Contracting Officer/Specialist)
Used for: Accessing any VCE-COR Nomination Record pending the user’s approval.


5.3 All COR Submitted Documents


Available to: All users (that are assigned to VCE-COR records)
Displays: VCE-COR records specifically associated/assigned to the user (regardless of the record’s 
status)
Used for: Accessing any documents any COR appointed to the same contract/order has uploaded


When a user first accesses this link, he/she is initially provided with a listing of records he/she is assigned 
to (identical to that of the Contract List/Status link (see Contract List/Status for more information). When 
the user selects the desired contract/order, instead of opening the typical VCE-COR record, the user will 
open a list of all documents submitted by any COR who was ever appointed to that specific contract or 
order.  Click the document icon above a filename in the list to open or save the document.


5.4 View All Local COR Records


Available to: Army Contracting Personnel only (Contracting Officers and Specialists, local VCE-COR 
Admins).
Displays: All VCE-COR records associated with the user’s contracting site.
Used for: Accessing any VCE-COR record associated with the user’s contracting site.
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Provides a complete listing of that contracting site’s VCE-COR records.  This allows peers within a given 
organization to access any VCE-COR record and assist each other as needed. This link would not be 
used by CORs or Supervisors/Commanders.


The access to all the site’s VCE-COR records is driven by the user’s profile in VCE-TDA, a separate, but 
associated application.  As long as the user has an active VCE-TDA profile with the correct AKO name, 
the user would have access to every VCE-COR record associated with his/her contracting site.


5.5 View All Customer Records


Available to: Registered VCE Customers previously approved for VCE-COR Customer 
Displays: All VCE-COR records associated with the user’s PEO/Command.
Used for: Accessing any VCE-COR record where the COR is part of the same PEO/Command.


This view is only available for Customers of Army Contracting who have registered within VCE for a 
Customer Profile (not the same as a COR profile) and were approved for VCE-COR Customer Access by 
their Customer Organization's gatekeeper/account manager. These permissions gives the user access to 
all VCE-COR records that involve a COR from the home organization, based on the COR’s 
PEO/COMMAND selection on his/her own COR profile. 


If you are a COR, you most likely would not need access to this page, unless you have an established 
need, as determined/approved by the Customer Organization's gatekeeper/account manager, to have 
access to all VCE-COR records from the home organization.


If you work for a Contracting Site (e.g. PCO/Specialist, local COR Admin), you will not need nor receive 
access to this page. You can use the VIEW ALL LOCAL COR RECORDS menu item to access all VCE-
COR records associated with your specific contracting site. 


If you are a customer, and have not yet registered for a VCE Customer Profile, you can register here 
(https://vce.army.mil/Gatekeeper/Default.aspx). If your organization has not yet completed the VCE 
Customer Release process, please direct a member of your organization's HQ staff to the VCE Office for 
release requirements and schedule.


If you are a customer, and have previously registered for a VCE Customer Profile, please contact your 
local Gatekeeper directly and request VCE-COR Customer Access.


5.6. Managing VCE-COR Views


With the exception of the AWAITING MY APPROVAL view, functionality is available in the VCE-COR 
views described above that allow the user to modify how the list of records is presented (e.g. filtering 
records by Status or Contract Number).  See below on how the views list of records can be modified/


5.6.1 To Filter the List of VCE-COR Records


Once a view is open, the top section of the view allows the user to filter the list of records based on the 
COR’s name, Contract Number, Supervisor/Commander and /or PCO, as well as by the current status of 
the record and/or if the record contains submitted, yet unapproved monthly status reports.


1. From within the view, at the top of the page, set the filters you want to apply as needed.
a. COR – enter the AKO name of the COR (can be a partial name).
b. Contract #  - enter the Contract/Order number of the Contract(s) (can be a partial number - do


NOT use dashes)
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VCE-COR Pagination Controls


c. Supervisor/Commander – enter the AKO name of the Supervisor/Commander (can be a partial 
name)


d. PCO – enter the AKO name of the Contracting Officer (can be a partial name).
e. VCE-COR Record Status Checkboxes - Check the box(es) for the specific record status.  See 


Appendix I for a description for each status.  
f. REPORTS FOR REVIEW (YES) checkbox  - when selected, only VCE-COR records that contain 


one or more submitted monthly status reports that have yet to be approved or rejected.   See 
Approving Monthly Status Reports for more information.


2. Click APPLY FILTER(S).  The list of VCE-COR records will change based on the specified filters.
3. To return back to the full list of VCE-COR records, click CLEAR FILTER(S).


5.6.2 To Sort the list


1. From within the view, below the filter section, perform either one or both of the following steps as 
needed.


2. Click the column header to sort the list of actions alphabetically (A-Z) by that column.
3. Click the column header a second time to reverse the sorting (Z-A).


5.6.3 To Page through the list


The list of VCE-COR records can only display 35 records on one page.  If you 
are associated with more than 35 records, the list will be broken out into 
separate pages.  


1. From within the view, between the Filter Records section and the list of records, click PREV, NEXT or 
select a Page Number from the drop down menu.


5.6.4 To Access a Record from the list


1. From within the view, click on the Contract/Order Number or Pre-Award Number.
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6.0 ADDITIONAL VCE-COR LINKS


6.1 Local Guidance, Forms, and POCs 


The Local Guidance, Forms, and POCs link allows the user to select their supporting contracting site and 
receive local policy guidance, documents and points of contact to reach out to for assistance.


6.1.1 To Access Information from Local Guidance, Forms and POCs
1. Select the appropriate supporting Contracting Command.
2. Select the appropriate supporting Contracting Site.  


A list of documents the local Contract Site Administrators have uploaded (if any) will be listed under COR 
HANDBOOKS.  A list of COR POCs the local Contracting Site Administrators have identified (if any) will 
be listed under COR POCs.


6.1.2 To open a document from Local Guidance, Forms and POCs
1. Click the document icon.
2. Select to OPEN or SAVE the file.


6.2 COR Related Links


This view is available for anyone accessing VCE-COR and contains a list of external but COR related 
links.  VCE-COR manages the list of links, but not the sites themselves.  If you find a bad link, please 
report the link to your local VCE-COR Administrator.
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7.0 APPENDICES


7.1 APPENDIX I – VCE-COR Record Statuses and Descriptions


This Appendix provides information as it relates to the various status types associated with VCE-COR 
records.


Draft – Indicates the COR has begun the process of developing a nomination package but has yet to 
route it/submit it for approval.


Pending Supervisor Review – Indicates the COR has submitted the VCE-COR Nomination Record for 
review and his/her supervisor can now approve or reject the nomination.


Pending PCO Review – Indicates the COR’s Supervisor has reviewed and approved the nomination. It 
now sits with contracting for appointment.


Active Pending COR Confirmation – Indicates the Contracting Officer has issued the appointment letter 
and is waiting on the COR to confirm receipt within VCE-COR.  This status is considered as an actively 
appointed COR.


Active – Indicates the Contracting Officer has issued the appointment letter and the COR has confirmed 
receipt within VCE-COR.


Inactive – Indicates the contract or order the COR is appointed against is complete, based off the current 
completion date for the contract or order against the most recently issued Contract Action Report (CAR) 
from FPDS-NG. This status is set automatically by the system and can only be achieved based on 
information coming from the CAR showing an expired current completion date. 


If the current completion date on the CAR is correct, no additional action needs to be taken to terminate 
the COR; the record can stay with a status of Inactive.


If the current completion date is incorrect or the contract/order has been extended, the Contracting 
Officer/Specialist will need to correct the CAR associated with the error or approve the CAR for the 
contract action extending the contract. When one of these actions is taken, the record will automatically 
turn back to ACTIVE after 2-3 business days of submitting the revised date on the CAR.


Terminated – Indicates the Contracting Officer has issued the termination/revocation letter.  The COR is 
effectively no longer appointed as the contract/order.


Record Rejected by Supervisor – Indicates the supervisor took issue with the nomination package and 
returned it to the COR for adjustment. COR can correct the issue as needed and resubmit the VCE-COR 
nomination back up for approval.


Record Rejected by PCO – Indicates the contracting officer took issue with the nomination package and 
returned it to the COR for adjustment. COR can correct the issue as needed and resubmit the VCE-COR 
nomination back up for approval.


Cancelled – VCE-COR Nomination records that are cancelled are not available/accessible via VCE-
COR, but the data entered onto this record is still available on the back-end for historical purposes.
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7.2 APPENDIX II – VCE-COR Integration with External Systems and Automatic 
Technical Processes


7.2.1 VCE-PCF Integration


Files uploaded to an appointed COR record in VCE-COR will be queued to export to a corresponding 
PCF cabinet.  If a matching cabinet exists in PCF (by contract/order number), documents will be copied 
from VCE-COR to PCF.


The following file types will be queued to export to PCF (at the time specified):


COR Training Certificates (after appointment is made in VCE-COR)
QASP/QASP Waiver (after appointment is made in VCE-COR)
Appointment Letter (when submitted to VCE-COR)
COR Annual File Inspection Checklist (when submitted to VCE-COR)
Monthly Status Reports (when approved by the Contracting Officer/Specialist in VCE-COR)
Additional files uploaded to the COR Online File section (when uploaded to the VCE-COR record)
Termination Letter (when submitted)


7.2.2 FPDS-NG (CAR) Integration


Once a VCE-COR record is appointed, if a matching Contract Action Report (CAR) is found in FPDS-NG, 
some information from the CAR will be displayed in the VCE-COR record (i.e., all the information 
displayed in the CONTRACTOR section of the VCE-COR Record).


For the most part, this displayed information is for reference/reporting information only.  The CURRENT 
COMPLETION DATE from the latest CAR information, however, is used to establish the period of 
performance of the action.  Once the Current Completion Date has passed, the status of the VCE-COR 
record will automatically be set to INACTIVE (this is the ONLY way a VCE-COR record can have a status 
of INACTIVE).  


If the Current Completion Date is wrong in FPDS-NG, the appropriate Contracting personnel (e.g., the 
Contracting Officer or Specialist) must correct the date in (via the Contract Writing System or the CAR 
directly).  VCE-COR will receive the new information from the CAR about 48-72 hours after the date is 
changed, and assuming the completion date is now a future date, the associated VCE-COR record will 
change from a status of INACTIVE back to a status of ACTIVE.


7.2.3 Automatic VCE-COR Nomination Record Cancellation


Any VCE-COR record in a draft or pending status will auto cancel if no action is taken against it 180 days 
from the last update.
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7.3 APPENDIX III – VCE-COR Automatic E-mail Notifications


COR Nominee Submitted To Supervisor
FROM: COR
TO: Supervisor
CC: COR
Message:  Requests Supervisor Review COR Nomination Package
Timing: Submission of package by COR to supervisor


COR Supervisor Rejects Nominee
FROM: Supervisor
TO: COR
Message:  Informs COR of Supervisory rejection of package
Timing: Upon rejection of the package by the Supervisor


COR Supervisor Approves Nominee
FROM: Supervisor
TO: PCO
CC: COR; Specialist
Message:  Informs contracting the package is approved for appointment
Timing: Approval of package by supervisor


Contracting Officer Rejects Nominee
FROM: PCO
TO: COR
CC: Supervisor, Specialist
Message:  Informs COR of contracting site rejection of package
Timing: Upon rejection of the package by the contracting office


Contracting Officer Appoints Nominee
FROM: PCO
TO: COR
CC: Supervisor, Specialist
Message:  Informs COR of their appointment to the subject contract/order
Timing: Upon completion of the appointment letter by the PCO.


COR Monthly Status Report Created
FROM: COR
TO: PCO, Specialist
CC: NONE
Message:  Informs contracting a report was submitted
Timing: Upon loading of the report in the COR’s file


COR Monthly Status Report Rejected
FROM: PCO
TO: COR
CC: NONE
Message:  Informs COR their report was rejected
Timing: At time of contracting report rejection


COR Monthly Status Report Approved
FROM: PCO
TO: COR
CC: NONE
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Message:  Informs COR their report was approved
Timing: At time of contracting report approval


Nomination Package Over 60 Days Old
FROM: SYSTEM
TO: COR, Supervisor, PCO, Specialist
CC: NONE
Message:  Informs all involved record is now 60 days old
Timing: when the record is 60 days old from last action against it


COR Contract Reassignment of PCO or SP
FROM: SYSTEM
TO: COR, PCO, Specialist
CC: NONE
Message:  Informs all when a change to the PCO or Specialist is made
Timing: When the COR record is updated to reflect new contracting personnel


Contract Completion Date Extension
FROM: SYSTEM
TO: COR, PCO, Specialist
CC: NONE
Message:  Informs all when a new CAR is issued extending the contract/order
Timing: When the CAR with the new completion date is loaded into VCE (2 days from CAR 
finalization), this will also turn the record from Inactive to Active.


COR Terminated/Revoked
FROM: PCO
TO: COR
CC: Supervisor, Specialist
Message: Informs the COR that he/she has been removed from the contract/order.
Timing: When the PCO submits the termination letter.
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7.4 APPENDIX IV – VCE-COR Training Verification Process


VCE-COR automatically checks for the COR to have uploaded specific courses/documents onto his/her 
profile, depending on the complexity of the acquisition and the level of training required (A, B, or C).  This 
Type of Training is selected on the VCE-COR record by the Contracting Officer once the nomination has 
a status of Pending PCO Review.  If the COR has not uploaded the required course certificates, the 
Contracting Officer will not be able to complete the appointment process until the COR uploads the 
appropriate course certificates (as per the following requirements):


“Combating Trafficking in Persons” is always required.
“DAU CLM 003 Ethics or Equivalent” is always required.
“DAU CLS 106 COR with a Mission Focus” or “ALMC-CL, DAU COR-222, CLC-222, or Equivalent” is 
required for Type A
“ALMC-CL, DAU COR-222, CLC-222, or Equivalent” is required for Type B and Type C
“Specialized Training/License/Certification – Type C” is required for Type C.


Type A Training:
Either “DAU CLS 106 COR with a Mission Focus” or “ALMC-CL, DAU COR-222, CLC-222, or 
Equivalent” is required.
“Combating Trafficking in Persons” is required.
“DAU CLM 003 Ethics or Equivalent” is required.


Type B Training:
“ALMC-CL, DAU COR-222, CLC-222, or Equivalent” is required.
“Combating Trafficking in Persons” is required.
“DAU CLM 003 Ethics or Equivalent” is required.


Type C Training:
“ALMC-CL, DAU COR-222, CLC-222, or Equivalent” is required.
“Combating Trafficking in Persons” is required.
“DAU CLM 003 Ethics or Equivalent” is required.
“Specialized Training/License/Certification – Type C” is required.
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7.5 APPENDIX V – VCE-COR Multi-Order Appointments


A VCE-COR Nomination Record can either identify a single contract, a single delivery/task order, or 
multiple delivery/task orders (to a single contract).  If a Nomination Record identifies multiple orders, it is 
known as a Multi-Order Appointment.  In a multi-order appointment, once the Contracting Officer signs 
and submits the appointment letter to the single record, separate VCE-COR records are automatically 
created, one for each order originally identified during the nomination process on the original record.  The 
individual orders/records are managed separately from there, the same as they would be if each one was 
submitted for nomination/appointed one order at a time. Multi-Order Appointments help save time on the 
nomination and appointment process, but do not change the process involved with managing a COR 
Online file post-appointment.


Multiple orders can only be added to a VCE-COR record prior to appointment (prior to the Contracting 
Officer submitting a signed Appointment Letter).  Once a VCE-COR record is appointed, new orders 
cannot be added to it; the COR would need to create a new VCE-COR Nomination Record for the 
new order(s).
In a multi-award appointment, the original VCE-COR Nomination Record is known as the parent 
record.  Once this parent record is appointed, it becomes the VCE-COR record for the main order 
only, and separate individual VCE-COR records are created for each additional order identified on the 
parent record at appointment.  These separate records are the children to the parent.
The parent record will always identify all other orders that were included in the original appointment, 
but otherwise, once appointed, the parent record is the record for the main order only.
The children records will only identify the single child (single order) the record is for.
If a Quality Assurance Surveillance Plane (QASP) is uploaded onto a parent record prior to 
appointment, it would initially be considered to apply to every order identified on the parent. When 
the parent record is appointed, and records for the additional orders are automatically, the QASP file 
will be copied into each separate record that is created, but from there, if the QASP is replaced from 
there, it will ONLY be replaced within the individual record (e.g., replacing the QASP on a parent 
record after the record is appointed will only replace the file for the main order; the other records for 
the additional orders would still contain the original QASP file).
The Appointment Letter in a multi-order appointment will apply to all orders originally identified and a 
change to the appointment letter from any record will affect/change the letter in all associated records 
(i.e., all the children and the parent record).  For example, once the Appointment Letter is signed and 
submitted by the Contracting Officer, multiple VCE-COR records will be created – one for each order 
identified.  When the COR comes into to sign the appointment letter, he/she will ONLY need to sign 
the letter from one record.  This will affect the letter on all associated records and will immediately 
cause both the parent and child records to change from a status of ACTIVE PENDING COR 
CONFIRMATION to ACTIVE.  The COR will NOT have to sign a letter for each order separately.  
Additionally, if the Contracting Officer ever replaces the Appointment Letter with a new version for any 
reason, the new version will replace the old version in all associated records. 
Up to 25 total orders can be identified on a single VCE-COR Nomination Record.
Terminations and subsequent confirmation of terminations are done individually, even if the orders 
were originally part of a multi-order appointment.  Make sure the contract number is correct prior to 
appointment, or each order will need to be terminated separately and the nomination process started 
over.







31


7.6 APPENDIX VI - Troubleshooting VCE-COR Issues


General Troubleshooting Steps:
Close all browser (e.g., Internet Explorer) windows, and then reopen VCE-COR and try the same 
action again.
Clear out your temporary internet files, then close all browser windows, and then reopen VCE-COR 
and try the action again.
Restart your computer, and then reopen VCE-COR and try the action again.
Contact your local VCE-COR POC (see 6.1 Local Guidance, Forms, and POCs for more information).


7.6.1 Website Access Issues


If a user is having problems accessing VCE-COR (https://cor.army.mil) , the issue is most likely related to 
the Users AKO account or Common Access Card (CAC Card).  


VCE-COR requires no additional registration.  In order to access VCE-COR, the user needs an active, full 
rights AKO account is needed.  This may mean a COR requires a sponsor for their AKO account (if the 
COR is a non-Army entity).  Additional information regarding AKO account registration is available at the 
AKO website (www.us.army.mil).


Additionally, the user’s CAC must contain valid (e.g., non-expired) certificates and those certificates must 
be registered to the user’s AKO account.  Certificates from the user’s CAC can typically be registered with 
AKO simply by the user logging to the AKO website via CAC login.


If a user is getting a “Error 403 Forbidden: Website Declined to Show this Webpage”, it typically means 
the user’s CAC certificates are not properly registered with the user’s AKO account.  The user should 
attempt to login to the AKO website (www.us.army.mil) via CAC and then attempt to login to VCE-COR 
from there.


If a user is getting an error related to having an E-mail Only account, it means the user has a sponsored 
AKO account that has insufficient privileges to use AKO’s Single-Sign-On authentication that VCE-COR 
uses.  In this case, the user must contact his/her AKO account sponsor and request that the sponsor 
upgrade the user’s AKO account to a full-access sponsored account via the supervisor’s sponsor account 
management portal on AKO.


7.6.2 VCE-COR Record Access Issues


If a COR’s Supervisor/Commander has been identified by a COR on his/her COR Profile, and the COR 
has created a VCE-COR Nomination Record, but the Supervisor/Commander is unable to view that 
record via CONTRACT LIST/STATUS, it most likely means the COR has entered an incorrect AKO name 
for the Supervisor/Commander on his/her COR Profile.  The COR must access VCE-COR, and update 
his/her profile accordingly (see 2.3 To Edit a COR Profile for more information).


If a Contracting Officer or Specialist has been identified by a COR on a VCE-COR Nomination Record, 
but the Contracting Officer or Specialist is unable to view that record via CONTRACT LIST/STATUS, it 
most likely means that the user has the wrong AKO name entered on his/her TDA profile.  The local TDA 
admin must address/correct the issue.


There are 2 ways to verify a user’s correct AKO name.  Method 1 below can be done proactively.  Method 
2 requires the affected user to verify his/her own AKO name and provide that name to the COR or TDA 
Admin.
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Method 1 (check the AKO website)
1. Login to the AKO website (www.us.army.mil).
2. Click the PEOPLE icon in the top right hand corner.
3. Search for the person by entering their first and last name and click FIND.
4. In the PEOPLE SEARCH RESULTS table, a list of results will appear.  The AKO name is the 


Username listed in the first column, and is what must be entered on the COR’s profile (for the COR’s 
Supervisor/Commander) or in TDA (for the Contracting Officer/Specialist).


Method 2 (have the user verify his/her username with you).
1. Have the affected user login to VCE-COR (https://cor.army.mil)
2. Have the user provide you the format of his/her name as it appears in the top right hand corner of the 


screen.  This is the user’s correct AKO name pulled from his/her CAC card, and is what must be 
entered on the COR’s profile (for the COR’s Supervisor/Commander) or in TDA (for the Contracting 
Officer/Specialist). 


7.6.3 VCE-COR Form Submittal Issues


There are five Adobe forms that are managed in VCE-COR.
Quality Assurance Surveillance Plan (QASP) Waiver (required if no QASP is available)
COR Appointment Letter
Contracting Officer’s Annual File Inspection Checklist
COR Termination Letter
COR’s Monthly Status Report (optional)


These PDF forms must open in a browser (e.g., Internet Explorer) window in order for the form submittal 
process to work correctly (i.e., in order for the completed form to be received/uploaded to the VCE-COR 
record).  If the PDF forms instead open in the Adobe PDF viewer application (e.g., Adobe Reader or 
Adobe Acrobat Professional), then the form will NOT be able to be submitted back onto the VCE-COR 
record and errors will occur when the user tries to submit the form.


Although VCE-COR requires the forms to open in a browser window, the VCE-COR application cannot 
control this process – it is controlled by various settings set at an Adobe application, browser or local 
network policy level.


Click here (https:/cor.army.mil/Templates/VCE-COR_Form_Issues.pdf) to open a document that 
describes the issue of a form opening from VCE-COR in Adobe and includes recommended methods for 
resolving the issue (the user’s local DOIM/NEC/IT may need to be involved).
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7.7 APPENDIX VII – Frequently Asked Questions


Click a question below to view the answer.


Q1: I am a Supervisor or Commander for a COR.  The COR has submitted a nomination, but I didn’t 
receive an e-mail notification.  Why not? 


Q2: I am a Supervisor or Commander for a COR.  The COR has submitted a nomination, but I do not see 
that record listed under CONTRACT LIST/STATUS or AWAITING MY APPROVAL.  Why not? 


Q3: I am a Contracting Officer or Specialist.  I am not receiving e-mail notifications from VCE-COR even 
though I have been selected as the Contracting Officer and/or Specialist on specific VCE-COR records. 


Q4: I am a Contracting Officer or Specialist.  I am unable to see any VCE-COR records I have been 
assigned to via CONTRACT LIST/STATUS AND I am unable to view any of my organization’s VCE-COR 
records via VIEW ALL LOCAL COR RECORDS. 


Q5: What’s my correct AKO name? 


Q6: I am appointed as the COR to a specific contract and/or order within VCE-COR.  Can I specify 
additional orders on that record without having to re-create and submit a new VCE-COR Nomination 
Record? 


Q7: I am a COR, and my AKO name has changed.  I can’t see any of my previous COR records.  Can my 
name be updated or do I need to create a new profile and new VCE-COR records. 


Q8: Can the Contract or Order number on a VCE-COR record be changed? 


Q9: My VCE-COR record has a status of INACTIVE, but the contract/order identified is not complete.  
How can the status of the VCE-COR record be changed back to ACTIVE? 


Q10: Can more than one COR be appointed to the same contract/order? 


Q11: The COR once appointed to a record has been terminated, and the COR is no longer available to 
counter-sign/confirm the termination letter.  Is there a way to change the status of the record from 
TERMINATED PENDING COR CONFIRMATION to TERMINATED in this situation? 


Q12: Does the Contracting Officer have to sign/submit a termination letter if the status of the VCE-COR 
record is INACTIVE? 
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Q1: I am a Supervisor or Commander for a COR.  The COR has submitted a nomination, but I 
didn’t receive an e-mail notification.  Why not?
A: Make sure the COR has entered your e-mail address correctly on his/her own profile.  VCE-COR uses 
the e-mail address the COR has entered for his/her supervisor on his/her own profile.  If it is wrong on the 
COR’s profile, you will NOT receive e-mail notifications related to the COR’s VCE-COR records.  The 
COR can modify/correct the Supervisor/Commander’s e-mail address on his/her profile at any time (to 
affect any future e-mail notifications).


Back to FAQ


Q2: I am a Supervisor or Commander for a COR.  The COR has submitted a nomination, but I do 
not see that record listed under CONTRACT LIST/STATUS or AWAITING MY APPROVAL.  Why 
not?
A: Make sure the COR has entered your AKO name correctly on his/her own profile.  To provide you, the 
supervisor, access to the record, VCE-COR uses the AKO name the COR entered for his/her supervisor 
on his/her own profile.  If that AKO name on the COR’s profile is wrong, then you, as the supervisor, will 
not have access to the record.  The COR can modify/correct the Supervisor/Commander’s AKO name on 
his/her profile at any time.  Once the AKO name is corrected on the COR’s profile, you should then be 
able to access the COR’s VCE-COR records.


Back to FAQ


Q3: I am a Contracting Officer or Specialist.  I am not receiving e-mail notifications from VCE-COR 
even though I have been selected as the Contracting Officer and/or Specialist on specific VCE-
COR records.
A: Contact your local VCE-TDA administrator and have him/her make sure your e-mail address is correct 
on your TDA Profile.


Back to FAQ


Q4: I am a Contracting Officer or Specialist.  I am unable to see any VCE-COR records I have been 
assigned to via CONTRACT LIST/STATUS AND I am unable to view any of my organization’s VCE-
COR records via VIEW ALL LOCAL COR RECORDS.
A: Contact your local VCE-TDA administration and have him/her make sure your AKO name is correct on 
your TDA profile.


Back to FAQ


Q5: What’s my correct AKO name?
A: When logged in to VCE-COR (https://cor.army.mil) or the VCE homepage (https://vce.army.mil), your 
correct AKO name, as pulled from your CAC card, will be listed in the top right hand corner of the screen.  
If you are a supervisor or commander for a COR, this is the exact format of your name that your COR 
MUST enter on his/her own profile in the Supervisor/Commander information.  If you are a contracting 
officer or specialist, this is the exact format of your name that your local TDA Administrator MUST enter 
on your TDA profile.


Back to FAQ


Q6: I am appointed as the COR to a specific contract and/or order within VCE-COR.  Can I specify 
additional orders on that record without having to re-create and submit a new VCE-COR 
Nomination Record?
A: No.  You can only identify multiple orders on a VCE-COR Nomination Record prior to that record being 
approved/appointed by the Contracting Officer (VCE-COR record status = DRAFT, PENDING 
SUPERVISOR REVIEW, PENDING PCO REVIEW, RECORD REJECTED BY SUPERVISOR, or 
RECORD REJECTED BY PCO). Once the PCO has approved you and appointed you as the COR (by 
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submitting a signed appointment letter), additional orders cannot be added to the existing VCE-COR 
record.


Back to FAQ


Q7: I am a COR, and my AKO name has changed.  I can’t see any of my previous COR records.  
Can my name be updated or do I need to create a new profile and new VCE-COR records.
A: Your old AKO name can be changed on the back end.  You will  NOT need to create a new profile or 
re-create your VCE-COR records.  Please inform a local COR admin of your old and new AKO name, and 
he/she will request a name change with the VCE Project Office.


Back to FAQ


Q8: Can the Contract or Order number on a VCE-COR record be changed?
A: Prior to appointment: Yes; After appointment: No.  Once the Contracting Officer appoints the COR (i.e., 
once the Contracting Officer submits a signed appointment letter to the record), the contract and order 
numbers can no longer be changed.  If a COR was appointed to the wrong contract/order number in the 
system, the Contracting Officer must terminate the COR’s appointment to this incorrect action and the 
COR must create a new VCE-COR Nomination Record and submit it for approval.


Back to FAQ


Q9: My VCE-COR record has a status of INACTIVE, but the contract/order identified is not 
complete.  How can the status of the VCE-COR record be changed back to ACTIVE?
A: The INACTIVE status of a VCE-COR record is set automatically based on the Current Completion 
Date coded in the latest corresponding CAR in FPDS-NG.  If this date is wrong, it must be corrected on 
the CAR (e.g., through the issuance of a modification); FPDS-NG will send the updated completion date 
to VCE-COR (typically takes about 48-72 hours) and the status of the VCE-COR record will automatically 
switch back to ACTIVE.  CORs and Contracting Officers/Specialists can still use the VCE-COR record to 
maintain the COR Online File (i.e., COR can still upload/access files) while the status of the record is 
INACTIVE.


Back to FAQ


Q10: Can more than one COR be appointed to the same contract/order?
A: Yes.  If multiple CORs need to be appointed to the same contract/order, each COR must submit 
his/her own VCE-COR Nomination Record and have it approved/appointed through the system 
separately. Once appointed, each COR will manage their COR Online file from within their own VCE-
COR records.  A COR will NOT have direct access to another COR’s record, but a COR can view files 
that other CORs have uploaded to their own records that have a matching contract/order number via the 
VIEW ALL COR SUBMITTED DOCUMENTS view.   


Back to FAQ


Q11: The COR once appointed to a record has been terminated, and the COR is no longer 
available to counter-sign/confirm the termination letter.  Is there a way to change the status of the 
record from TERMINATED PENDING COR CONFIRMATION to TERMINATED in this situation?
A: If a COR can no longer access VCE-COR (e.g., no longer has an active AKO account and/or CAC), 
he/she will not be able to access the VCE-COR record to sign/submit the termination letter and change 
the record to a status of TERMINATED.  There is, however, no requirement to have the record in a status 
of TERMINATED – a VCE-COR record with a status of TERMINATED PENDING COR CONFIRMATION 
would still be seen as a terminated/revoked/inactive appointment.


Back to FAQ







36


Q12: Does the Contracting Officer have to sign/submit a termination letter if the status of the VCE-
COR record is INACTIVE?
A: No.  If a VCE-COR record has a status of INACTIVE (based on a past completion date), the 
contracting officer does not need to submit a termination letter to the record.


Back to FAQ
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7.8 Appendix VIII - VCE-COR Form Samples


There are five Adobe forms that are managed in VCE-COR.
Quality Assurance Surveillance Plan (QASP) Waiver (required if no QASP is available)
COR Appointment Letter
Contracting Officer’s Annual File Inspection Checklist
COR Termination Letter
COR’s Monthly Status Report (optional)


To access, fill out and submit any of the forms to an existing VCE-COR record, they must be launched 
from the specific record.  These blank forms cannot be created/saved locally to then be uploaded.


How to launch the forms:
QASP Waiver – launched by clicking WAIVE QASP in the CONTRACTING OFFICER section.
COR Appointment Letter – launched by clicking APPOINT COR in the CONTRACTING OFFICER 
section.
Annual File Inspection Checklist- launched by clicking CONDUCT ANNUAL FILE REVIEW in the 
CONTRACTING OFFICER section.
COR Termination Letter- launched by clicking TERMINATE/REVOKE COR in the CONTRACTING 
OFFICER section.
COR’s Monthly Status Report (optional) – launched by clicking ONLINE MONTHLY REPORT in the 
COR’S ONLINE FILE section.


The following are samples of the forms for your reference only.  They cannot actively be used on a COR 
record.   The forms are subject to change without notice.


7.8.1 QASP Waiver Sample


https:/cor.army.mil/Templates/VCE-COR_QASP_Waiver_Sample.pdf


7.8.2 COR Appointment Letter Sample


https:/cor.army.mil/Templates/VCE-COR_Appointment_Ltr_Sample.pdf


7.8.3 Contracting Officer’s Annual File Inspection Checklist Sample


https:/cor.army.mil/Templates/VCE-COR_Annual_Inspection_Checklist_Sample.pdf


7.8.4 COR Termination Letter Sample


https:/cor.army.mil/Templates/VCE-COR_Termination_Ltr_Sample.pdf


7.8.5 COR’s Monthly Status Report Sample


https:/cor.army.mil/Templates/VCE-COR_Monthly_Rpt_Sample.pdf
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How do I register for a Full AKO account?


Eligibility
If you are a service member with any of the following statuses you are entitled to an account 
on AKO that does not require sponsorship and has the ability to sponsor other users for 
accounts as well as other access privileges relating directly to your specific status.


• Active Duty Army
• Army Reserves (incl. IRR)
• Army National Guard
• Department of the Army Civilian
• Army NAF Civilian
• Army Retired
• Future Soldier
• ROTC Cadet (MS III and IV only)


Dual Status / Multiple Accounts
Some people in the service of the military might have more than one official status. This is 
most often a combination of a Reservist/Guardsman or Retiree with civilian work such as Army civil service or 
Army contract work. AKO accounts can reflect this dual status so that you have all the proper access required.


If you already have an account with a single status and later change status or assume a new role as a dual status 
individual then your account will update to reflect this except in two cases. The first is where your information 
has not (or has not yet) been updated in the database we read from; we require your information to be updated 
from an authoritative personnel source and your account cannot change until this has occurred. The second is if 
you fully change statuses from a single full account type to a single guest account type (such as Active Duty to 
Contractor); in this case the help desk will be required to affect the change on your account.


How to Register
1. Browse to the portal: https://www.us.army.mil/
2. Read the agreement then click the 'I Accept' button.
3. If you have a CAC, click 'Create Account with CAC' and enter 


your PIN if prompted.
If you do not have a CAC but are eligible for a unsponsored account please 
select the 'I don't have a CAC/PIV' tab and then the 'Create Account' button.


4. Enter your Social Security Number or Foreign Identification 
Number


5. Enter your Date of Birth and PEBD / SCD -- For information on 
how to locate this see FAQ #248


6. Enter your personal information if it is not automatically filled in.
7. Enter an External Email Address (Gmail, Yahoo, Hotmail, etc.)
8. Enter the contact details for your unit or organization including 


your phone number.
9. Enter a password and confirm it by entering the password again.


10. Choose your three security questions and provide the answers.
11. Your registration is complete! You may print the confirmation 


screen for your records.
A full unsponsored account will be active in approximately 20 minutes. If you 
are unable to log in to your account after this time please contact the helpdesk.


Required Information
SSN / FIN
Your SSN is required to register for a full account if you have one. If you have a Foreign Identifier Number then 
you will need to enter this as well.


Date of Birth
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Your date of birth is required to validate your identity.


Pay Entry Base Date / Service Computation Date
Your Pay Entry Base Date or Service Computation Date is a date that would mark your entry to service as if your 
whole time was a single block. If you joined and never left the service your PEBD/SCD would simply be your 
join date. If, for example, you left service for six months and then rejoined and haven't left again your 
PEBD/SCD would be your original join date plus six months. For more information please read FAQ #248.


External Email Address
Your external email address is what AKO uses to contact you outside of AKO. This might be to assist you with 
accessing your account if you lose your credentials or to send you newsletters or other important information. 
You may elect to not fill an external email address in this field but if you do not it will be more difficult for you 
to get help with your account as you are then required to call the help desk if you need assistance.


See FAQ #65for further information about your external email address.


Password
Please see FAQ #357for AKO's password complexity requirements.


Please see FAQ #259 to create or reset a new AKO password.


Contact Information
The only required field here is your phone number. This should be your work or desk number and not a personal 
one as it will be displayed in your profile. You should also enter the information for your unit or organization 
(unit information is typically for soldiers and organizational information is typically for civilians) so that people 
will be able to locate and identify you easier in people searches.


Security Questions
Your security questions are an additional layer of security and may be used by the portal or help desk to validate 
your identity.


Accounts other than a Full AKO account
There are two broad types of accounts on the Army Knowledge Online; guest accounts and full accounts (which 
may be referred to as sponsored or unsponsored accounts respectively). Guest accounts are more restricted than 
full accounts but still allow access to important information and communications abilities. To learn more about 
guest accounts please visit FAQ #76.


Personally Identifiable Information (PII)


For your safety and security please do not send any 
unrequested personally identifiable information either in 


the body of an email or as an attachment.
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COR/ACOR Request for Termination Letter





DATE: {COR.DATE}



[bookmark: Text2]MEMORANDUM FOR: NAME OF CONTRACTING OFFICE ATTN: (Contracting Offices Namer) 



SUBJECT: Request for Termination of Contracting Officer's Representative (COR) Designation





1. [bookmark: Text3]Due to (enter reason), request my designation as COR be terminated effective (date) for the following contract(s) and respective contractor(s):	     



CONTRACT NUMBER(S): 			       CONTRACTOR(S):		

     						             	



2.    Choose one of the following:



[bookmark: Check1]|_|	My successor will be (name), extension     .  Note: The new COR Nominee must use the COR Automated System to nominate themselves as a COR.  It is requested that as you are the Contracting Officer, that you prepare and sign a COR Revocation Letter and send it to me immediately so that I may sign it and return it to you so that you may upload it to the COR Management System and turn off the requirement for Monthly COR Reports from me.



[bookmark: Check2]|_|	The contract is complete and no successor COR is required.  It is requested that as you are the Contracting Officer, that you prepare and sign a COR Revocation Letter and send it to me immediately so that I may sign it and return it to you so that you may upload it to the COR Management System and turn off the requirement for Monthly COR Reports from me.



3. [bookmark: Text10]Point of contact for this request is (name), extension     .





		Signature:

		{COR}



		Date Signed:

		{COR.DATE}



		Name:

		{COR.CAPTURENAME}















DISTRIBUTION:

1 - Contractor

2 - Requiring Activity

3 - Official Contract File        
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