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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 the minimum procedures as specified in this handbook are followed.

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.     

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, and/or certifications for assisted and direct acquisitions by a non-DOD agency.

	c. Request funding and ensure  funds authorizing officials certify the proposed funds are appropriate for the procurement and are being 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.  As identified in Secretary of the Army Memorandum, dated 23 February 2006, the need to attain services through a contract must be justified.  This justification is to be documented on a Request for Services Contract Approval.  The fillable form is found on the website: http://www.asamra.army.mil/scra/documents/Services%20Contract%20Approval%20Form%2017JUN09%20v4.pdf.

	e. Participate in evaluation of proposals. 

	f. Nominate Contracting Officer’s Representatives (CORs) and alternate Contracting Officer’s Representatives to Contracting Officer for approval.

	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 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 services or supplies. 

	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 associated 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 successfully monitor contract performance.  Additional information on CORs can be found at Chapter 12.

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 the information is correctly entered into the Army accounting system.

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

1.5.5 Legal Offices.  Supporting legal offices shall provide legal advice and support as required and as 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 need is first identified 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.
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	Type of Requirement and Dollar Value of Proposed Acquisition
	Total Contracting Lead Time (Days)

	Exercise Requirement <$150K
	60

	Exercise Requirement >$150K
	120

	Competitive  <$25K
	20

	Competitive  $25K< but <$150K
	60

	Competitive  >$150K but <$300K
	80

	Competitive Supply >$300K
	120

	Competitive Service >$300K
	150

	Sole Source <$150K
	60

	Sole Source >$150K
	90

	Delivery Order -- IDIQ <$300K
	30

	Delivery Order -- IDIQ  >$300K
	40

	GSA/VA/BPA orders <$150K
	45

	GSA/VA/BPA orders >$150K
	80

	Exercise Option
	60

	Information Technology <$25K
	30

	Information Technology >$25K but <$150,000
	60

	Information Technology >$150K but<$300K
	80

	Information Technology Supply >$300K
	120

	Information Technology Service >$300K
	150

	Construction >$2.5K but <$25K
	30

	Construction >$25K but <$150K
	60

	Construction >$150K
	150

	8(a)
	45



	b. Acquisition Planning Process.  The following should be considered during the acquisition planning process and or market research.

· Acquisition background and objectives.  What is the requirement and priority?
· Cost/Budgeting and funding.
· Capability or performance.  Also, consider constraints.
· Delivery or performance period requirements.
· 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.
· Other considerations.

	c. During the second quarter of each fiscal year (FY) the 410th CSB publishes an end of the fiscal year acquisition planning guide.  The guidance 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 410th CSB guarantee the successful acquisition of your required supply or service.  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 execution action.  A 410th CSB Requirements Process Flow chart is included in Figure 1-2 located on the next page.    

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

	a. The micro-purchase threshold relates to acquisitions at or below $3,000 ($3K)(Construction $2K $2.5 for services and $15/30K for contingencies (CONUS/OCONUS).  Micro-purchase actions are to be made using a GPC.  See Chapter 14 for GPC Standard Operating Procedures. 

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

1.8 Simplified Acquisition Procedures (SAP).

	a. SAP is used for procurement actions between $3K - $150K (non-contingency) and $25K - $1M (contingencies).  If the supply or service is between $150K and $6.5M, and determined to meet the definition of a Commercial Item, then SAP can be used for those actions also.

	b. FAR Part 13 requires that 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 information is collected, organized and analyzed 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 contract specialist.  Quotes and offers provided to RAs during market research cannot be used by the Government 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 the correct system, item, part number; model number, etc. are used 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


NOTES: 
1) FOR SOUTHCOM AND US MILITARY GROUPS (MILGRP):
       
a. Contact must first be made with your U.S. Embassy General Services Officer (GSO) to see if your requirement(s) can be supported through their office. 

b. If requirements cannot be supported through the GSO, contact should be made with the SOUTHCOM Contracting Center of Excellence (CCE). They will assist with the requirements definition process.  Once the requirements package is complete and ready for contracting action. The SOUTCOM CCE will contact the appropriate Combatant Command (COCOM) Contracting agency (Navy, Air Force, Marines, Army) and request requirements package submission acceptance process.   SOUTHCOM CCE email:  ombcce@us.southcom.mil or Debbie.Lampe@hq.southcom.mil 

c. Once accepted from the SOUTHCOM CCE or the MILGRP, the COCOM Contracting agency will begin the contract execution process.  

d. In any instance, MILGRPS may contact the 410th CSB Ops Section for assistance.  Send email to 410th.Ops.Requirements.mil@mail.mil 

e. Requirements package submission to the SOUTHCOM CCE does not constitute submission to the 410th CSB for action.  

f. The SOUTHCOM CCE 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 building process.

      2)  CREATE REQUIREMENTS PACKAGE:

a. Recommend contact be made with the 410th CSB Ops and Requirements 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), an Independent Government Cost Estimate or Market Research, and routing to the 410th CSB through GFEBs.  

Chapter 2

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

	a. PR&C, DA Form 3953.  If your office is still using hard copy purchase requirement documents - PR&Cs, you can find the form at http://armypubs.army.mil/eforms/pdf/A3953.PDF and the guidance on how to complete the form is at http://usacac.army.mil/cac2/call/docs/09-27/ap-d.asp.
[bookmark: Figure_2_1]
	b. GFEBS is the Army’s web-enabled financial, asset and accounting management system will standardize, streamline and share critical data across the active Army.  GFEBS is a single web-based system that standardizes processes Army-wide and implements standard data structures.  It records transactions in real-time and provides real-time access to data; and integrates financial and non-financial/performance data from functional areas.  If your office and RM are using this system, they will provide on it.  For on-line training, guidance and use of GFEBS, see website: http://www.gfebs.army.mil/.
[bookmark: Figure_2_2]
Chapter 3
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3.1 Request Procedures.  RAs requesting supplies will perform the following steps:

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

	b. Prepare and submit an IGCE for the cost of supplies.

	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 Host Nation or the supply system.

	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, or DD Form 250 or through Wide Area Work Flow.  At acceptance, inspect and document the condition of the 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 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: It is suggested that 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 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 waiver.  A complete list of CHESS contracts and the on-line waiver process can be found at https://chess.army.mil.  When procuring IT services, consideration must be given to setting aside requirements for small businesses and other small business categories, in accordance with FAR Part 19. 

	b. IAW AR 25-1, the Network Enterprise Center (NEC), or equivalent, must coordinate on all IT requirements for compliance with standards, accreditation, networthiness, Installation Information Infrastructure Architecture (I3A) and similar Army standards.  This also includes all IT micro purchases and purchase card purchases.  Consumables such as diskettes, CDs, toner cartridges, etc. purchased using the IMPAC purchase card do 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.

3.4 Items not Purchased.  The following items are not commonly procured locally during tactical operations:

· MILSPEC items, due to the lack of laboratory equipment to verify compliance with the MILSPECs.
· Ammunition, due to the lack of quality control guarantees.
· Personal Services.  Contracting for services that, by its express terms or as administered, makes 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.
· MTOE equipment.

Chapter 4
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4.1 Request Procedures under the Simplified Acquisition Threshold (SAT) (<$150,000).  Customers requesting any other services will perform the following steps:

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

	b. Prepare a PWS and Quality Assurance Surveillance Plan (QASP) describing the service to be performed. (Since the 410th CSB Regional Contracting Offices have quite a few examples of PWSs for transportation, services, IT/ADPE installation, etc. it is suggested you contact your local Contracting Officer for sample PWS/QASPs before starting a new document.)

	c. Obtain approval of the J/G-4, authenticating and prioritizing the request.

	d. Obtain a Services Contract Approval for services. The fillable form is found on website: http://www.asamra.army.mil/scra/documents/Services%20Contract%20Approval%20Form%2017JUN09%20v2.pdf

	e. Obtain certified funds from the comptroller/RM.

	f. Submit the PR&C/GFEBS with supporting approvals and documentation, to the Contracting Office.

	g. Additionally, conduct a final inspection of Contractor leased/rented equipment prior to return to the Contractor.  This 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: It is suggested that you take before and after photos of both Government and Contractor furnished equipment.

4.2 Request Procedures above SAT (>$150,000).  Same steps as below SAT but you must provide COR nomination letter and training documents with the purchase request.  

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.

· 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.

4.3 Items not Procured.  Personal services are not normally procured during tactical operations due to legal restrictions.

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.

	b. Prepare and submit an IGCE for projects exceeding $150,000.

	c. Prepare a Statement of Work describing exactly what the project entails. 

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

	e. Obtain approval from the G-4 or PBO, authentication and prioritizing the request to the Base Camp 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., DD Form 1155, DD Form 250 or through Wide Area Work Flow (WAWF).  

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 $750,000.00 per project).

· 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.  The FOO and Paying Agent handbook can be found online at http://usacac.army.mil/cac2/call/docs/09-16/09-16.pdf. 

6.2 Ordering Officer Eligibility.  Only military personnel, or Department of the Army 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 - soldiers or personnel having logistical experience are recommended.

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 RCC conducts FOO training.  Units maintain records of soldiers who successfully complete FOO training.  Request training via an informal memorandum to the local 410th CSB RCC.

6.4 Appointment.  The commander’s request trained soldiers to be appointed as FOOs on a specific mission or operation basis.  A sample Ordering Officer Appointment, IAW Army Federal Acquisition Regulation Supplement (AFARS) 5153.9002, can be found at the bottom of this chapter.  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.  Appointments from the 410th CSB Contracting Officer are valid only within the US ARMY SOUTHCOM 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, which might adversely affect the confidence of the public in the integrity of the Government.
· Other.  When in doubt, refer to 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 FOOs’ formal chain of command.  FOOs are solely responsible for obtaining prices and placing orders with vendors.  This authority cannot be re-delegated.

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.  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 or incomplete 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 an FOO without the concurrence of the requesting command.  

[bookmark: OLE_LINK7][bookmark: OLE_LINK8]**For your convenience, a Sample Ordering Officer Appointment is embedded below.**
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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 occur in the performance of a contract with DoD).  All RAs must submit an IGCE with all purchase requests 

7.2 Format.  The following format should be used when preparing/completing an IGCE.  It should be modified to include additional information as required by the G-8 and 410th CSB. 

	a.  All IGCEs must be signed and dated by the creator of the document.
[bookmark: Figure_7_1]
Figure 7-1: Example of an Independent Government Estimate – 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




Figure 7-2:  Example of an Independent Government Estimate – Services and Construction

INDEPENDENT GOVERNMENT COST ESTIMATE 

COST ESTIMATE (for Services and Construction)

	LABOR
	
	
	

	
	Direct 
	
	 

	
	(List by type i.e., truck driver, supervisor, mason, vertical construction worker, and etc.)
	
	

	
	Total Direct
	
	 

	
	
	
	

	
	Overhead ___% of total direct
	
	 

	
	
	
	

	
	Total Labor Cost
	
	 

	
	
	
	

	SUPPLIES and OTHER DIRECT COSTS
	
	

	
	Materials (List by type)
	
	 

	
	Supplies (List by type)
	
	 

	
	Equipment (List by type)
	
	 

	
	Other Direct Cost (List by type)
	
	 

	
	Total
	                                             
	 

	
	
	
	

	GENERAL and ADMINISTRATIVE and PROFIT/FEE
	

	
	General and Administrative
	
	 

	
	Profit
	
	 

	
	Total
	
	 

	
	
	
	

	TOTAL ESTIMATE
	
	 

	
	

Name
	
	

Date


[bookmark: Figure_7_2]
**For your convenience, an IGCE Desk Book is embedded below.**
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8.1 General.  

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

	b. A SOW is a portion of a contract which establishes and defines all non-specification requirements for contractor's efforts either directly or with the use of specific cited documents.

	c. A Statement of Objectives is a Government-prepared document incorporated into the solicitation that states the overall performance objectives.  It is used in solicitations when the Government intends to provide the maximum flexibility to each offeror to propose an innovative approach. 

	d. 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.  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. The PWS must be submitted to the Senior Commander for service contract approval, and then forwarded to the Contracting Office along with the PR&C or GFEBS document. 

[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 SOWs are used 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 PR&C 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.

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



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 the 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 or use.  

10.3 Inspection of Supplies and Services.  

	a. Supplies and services will be inspected at the time the receiving report is completed and a copy of the inspection form forwarded to the Contracting Office.  The RA or CRP must contact the Contracting Office to obtain timely assistance in correcting discrepancies.  Discrepancies will be noted 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.  

		(1) Supplies must be inspected at the time they are received.  The RA or CRP should look specifically for obvious damage and if the quantity shipped and received are the same.  

		(2) Services that are provided by lease, will be inspected at acceptance of the leased items and at the completion of the lease.  Other services may only require inspection at the completion of the service.  The intent of the inspections are to ensure the Government receives the services contracted for and/or to ensure existing damages not caused by the Government for i.e., leased equipment are not claimed by the vendor.  

Figure 10-1:  Example of a Material Inspection and Receiving Report, DD Form 250.
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[image: 14242_98_13]**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.  See the Figure below.  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 DoDs 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.
[bookmark: Figure_10_1][bookmark: Figure_10_2]
Chapter 11

[bookmark: Chap_11]Justification and Approval (J&A) for Other Than Full and Open 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, or Limited Sources Justification and Approvals (LSJAs) documents in accordance with FAR 8.405-6/DFARS 208.405.70 or 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 J&A. 

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

		(1) Only One Responsible Source and No Other Supplies or Services Will Satisfy Agency Requirements.

	       (2) Unique supplies or services available from only one source or only one supplier with unique capabilities.

	      (3) Existence of limited rights in data, patent rights, copyrights or secret processes; control of basic raw material; or other circumstances which makes 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.’”

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



[bookmark: Figure_11_1]
Chapter 12

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

12.  Contracting Officer’s Representative (COR).

	a. A COR 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.  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.  

**(See the ACC Pamphlet 70-1 at https://acc.dau.mil/adl/en-US/389650/file/52603/ACC%20Pamphlet%2070-1_Signed.pdf  for complete details.)**

b. All personnel shall use the Virtual Contracting Enterprise (VCE) Acquisition Resource Center COR Management Module at https://arc.army.mil/COR when nominating CORs, tracking CORs, designating CORs, and revoking COR designations.

**For your convenience, a VCE Users Guide and COR Tracking Tool Memorandum are embedded below**




	c.  COR designations are required for procurements if – 

· The total dollar value (including options) 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]	d. 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 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)

[bookmark: P225_28467]13.1 General. The regulations relating to unauthorized commitments (UACs) are found under AFARS 5101.602-3 Ratification of Unauthorized Commitments; and the 410th Contract Policy #10C08070801, Unauthorized Commitments.  The 410th policy memorandum includes a link to the UAC form “Request for Approval of Unauthorized Commitment” which must be completed by the RA when an unauthorized commitment is made. It is advised that you contact your local Contracting Office for advise and a copy of the form before starting any action on your UAC.

	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 KOs have the authority to enter into agreements on behalf of the Government.  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/Purchase Card transactions.  Please contact your Agency Program Coordinator (A/OPC) for detailed instructions concerning the GPC Ratification Process.

	b. The procedures for doing 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 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 describing the circumstances, the reason normal contracting procedures were not followed, what bona fide Government requirement necessitated the commitment, the benefit received 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 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 410th CSB with an endorsement.

	b. 410th CSB will review the ratification package for adequacy of all facts, records, and documents furnished and for requesting any additional materiel that may be required.  The package is forwarded for legal contract review/concurrence and returned to 410th CSB. 410th CSB then makes a recommendation as to 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 Division Chief has the authority to approve ratifications under $10,000.00.  Ratification packages $10,000.00 - $100,000 must be forwarded to the Principal Assistant Responsible for Contracting (PARC) approval.  Ratification packages exceeding $100,000 must be forwarded to the Head of Contracting Activity (ACC, Headquarters) for approval.

**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 Delegation of Procurement Authority

        a. Chiefs of Contracting (CoC) offices shall delegate purchasing authority to GPC cardholders. Activity Chiefs (MTOE//TDA-level units without a designated commander) will have the authority delegated by the next Commander in the chain of command. Billing officials are designated by a letter of delegation, in writing by the CoC or as delegated to the Agency/Organization Program Coordinator (A/OPC) 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. 

14.2  Single Purchase Limits

         a. The GPC is limited by a single purchase limit (SPL). For most cards, that 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 all construction, the limit is $2,000.  When the GPC is used by those authorized a SPL greater than $3,000, the card is generally considered to be a “method-of-payment” card (see DFARS 213.301 and AR715-XX, 3-1).

14.3 Pre-Purchase Approval Procedures

        a. Requestor completes the USARSOUTH GPC pre-purchase approval form and routes to each signatory on the form. See Figure 15-1 on the next page. 

        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.  ITRs are available on the ARSOUTH TIDE or by contacting the ARSOUTH G6 Headquarters Support Division.  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.

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

        d. Obtain supervisor approval and submit the completed form for final review and
approval as indicated below.

14.4 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 US Army South GPC pre-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, See FAR Part 8, Required Sources before purchasing from a commercial source).  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,  PBO will reject the request to determine whether the items are still needed and that 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.  Credit 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 pre-purchase approval, to the BO, and to the PBO if nonexpendable or durable, 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 US Army South’s GPC pre-purchase approval form 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. 

          (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.

          (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).

          (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 slides 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. CH shall review for accuracy purchase log and receipts.  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 which 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., GPC pre-purchase approvals, 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. (Recommended)  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 (FYXX)
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 SOA.

            (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.

            (15) Method of Payment (MOP) Cards. MOP cards are to be issued to contracting professionals  (contracting officers/specialists) within the GS-1102 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.

     b. Billing Official (BO):

        (1) Approves US Army South’s GPC pre-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.   
                                                                                                                                                                                                                                                  c.  S4 and Property Book Office:  

           (1)  Checks daily for GPC pre-purchase approvals and receipts. Reviews and returns requests to the CH within 
working 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 pre-purchase approval requests for exercises, e.g., New Horizons and Beyond the Horizon, funded     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 S4/STB 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.

14.5 Resource Management (RM) (G8)

       (1) 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.

      (2) Additional duties for the RM include:

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

            b. establishes funding for each account, at either the CH or BO level and ensures CH stay within established funding levels

            c. assists the 410th CSB in establishing and maintaining BO and CH accounts in AXOL

            d. assigns default and alternate LOAs as appropriate

            e. ensures obligations are posted prior to the submittal of an invoice – if responsible for non-EDI accounts

            f. assists with resolving accounts that are in a delinquent status and providing payment information when requested

            g. assists the 410th CSB with the surveillance of assigned accounts
  
14.6 Points of Contact

        (1)  For additional information, contact Ms. Tony Erskine, tony.t.erskine.civ@mail.mil, at 210.295.5903, DSN 421, or Mr. John Reedy, john.s.reedy.civ@mail.mil, at 210.295.6131.




Figure 14-1:
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

	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.

· Nonpersonal 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 nonpersonal 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 FedbizOpps, 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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NOTES: 



FOR SOUTHCOM AND US MILITARY GROUPS (MILGRP):



Contact must first be made with your U.S. Embassy General Services Officer (GSO) to see if your requirement(s) can be supported through their office. 

If requirements cannot be supported through the GSO, contact should be made with the SOUTHCOM Contracting Center of Excellence (CCE),  who will assist with the requirements definition process.  Once the requirements package is complete and ready for contracting action. The SOUTCOM CCE will contact the appropriate Combatant Command (COCOM) Contracting agency (Navy, Air Force, Marines, Army) and request requirements package submission acceptance process.         SOUTHCOM CCE email:  ombcce@us.southcom.mil or Debbie.Lampe@hq.southcom.mil

Once accepted from the SOUTHCOM CCE or the MILGRP, the COCOM Contracting agency will begin the contract execution process.  

In any instance, MILGRPS may contact the 410th Contracting Support Brigade (CSB) Ops Section for assistance.  Send email to:  410th.Ops-Plan@conus.army.mil 

Requirements package submission to the SOUTHCOM CCE does not constitute submission to the 410th CSB (CSB) for action.  

The SOUTHCOM CCE 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 building process.



2) Create Requirements Package: 



a.  Recommend contact be made with the 410th CSB Ops and Requirements Section for information on how to build and what is required in an effective requirements package.  Requirements packages  differ based on the actual requirement but most will need a funded DD Form 3953 (Purchase Request and Commitment) , a Performance Work Statement (PWS) or Statement of Work (SOW), an Independent Government Estimate, and routing to the 410th CSB through GFEBs.  
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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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1. Background.  The IGCE is the Government’s estimate of projected costs for the performance of a contract and is used to establish the estimated price for budget purposes and as a comparison for Procurement Contracting Officers (PCOs) use in the determination of a fair and reasonable price.  This desk book affirms IGCE requirements for including identifying information of preparers, approving reviewers, contact information, certifying statements, signatures, dates of preparation and review and narrative supporting IGCE conclusions. This desk book also presents topics on cost elements and reference locations for additional research.


  There is no standard presentation format for IGCEs.  The Federal Acquisition Regulation (FAR) 4.803 (a) (7) states that Government estimates of contract prices are normally included in contract files.  FAR 15.404-1 (b) (v) states the Government may compare proposed prices with IGCEs as a price analysis technique to ensure a fair and reasonable price.  The IGCE is typically marked as a procurement sensitive document for Government use only. An IGCE component listing is presented at page 10.  An example of an IGCE based on a buildup of elements of costs is presented at Appendix A-1.  Appendix A-2 presents an example of an IGCE based on price history.

2.
Requirements.  The IGCE is required for every procurement action and shall be included in the contract file. 

All IGCEs shall include:

1. The name(s) of the preparer, approving reviewer and position title(s);

2. The preparer and approving reviewer organization and contact information (telephone & e-mail);

3. A signature and date (either hand signed  or Common Access Card signed) for the preparer and approving reviewer;

4. A statement certifying the IGCE was developed independently and prior to seeking any formal proposals from contractors; and,


5. A narrative supporting how costs were developed with sufficient analytical support (spreadsheets, word documents) that explains the source and scope of all estimates, calculations, judgments and conclusions and clearly identifies reference material used.

3. Price Analysis IGCE.  A price analysis IGCE is generally used for supplies, equipment, and simple services that are routinely available on the open market at competitive prices and may be based on readily available current market prices (such as catalog or list prices) or on previous prices proposed in competitive situations and adjusted to current price levels.  A price analysis IGCE is not broken down into the various cost elements and depends upon the bottom line prices paid or available in the market place.  However, a price analysis IGCE is more in-depth than IGCEs provided for procurements that are below the simplified acquisition threshold, as it is based on an analysis of numerous pricing factors.  Typically, the contracting officer can provide information on research for “pricing” information.  When developing a price analysis IGCE, supporting IGCE scope and research should include:

· Prices and quotes, such as published or current catalog prices;

· Previous prices and quantity purchased;

· Quantity of items to be purchased; or,

· Market Surveys and other miscellaneous source of pricing data.


4. Cost Analysis IGCE.  The cost analysis IGCE is more detailed than the price analysis IGCE and requires a breakdown of costs anticipated in performance of the contract.  A detailed estimate is required for services, construction, and non-commercial supplies estimated to exceed the simplified acquisition threshold.  Costs are generally segregated into cost elements of categories of labor, labor hours, direct labor rates, payroll additives (burden or fringe), other direct costs, indirect costs (overhead), G&A, and profit/fee. Provided below is a list of cost elements that should be addressed in the IGCE. 

5. Cost Elements.  An IGCE typically includes the following elements of cost.

     
A.  Labor Costs.  Labor costs are often the most significant costs of the IGCE.  Direct labor is the labor directly applied to the performance of the contract requirements.  Indirect labor includes costs of personnel in a support capacity that support the direct performance of the service contracted (e.g. supervisory, inspection, maintenance, custodial, clerical, etc).  Direct labor may be covered by the Department of Labor wage determinations provided under the provisions of the Service Contract Act (SCA) for services or Davis Bacon Act (DBA) for construction, and are considered non-exempt.  All non-exempt wages must be paid at a rate no less than that identified on the applicable wage determination.  Personnel who are exempt are not covered by the wage determination but will receive comparable benefits and wages to like employees in both industry and the Government.  


 Non-exempt employee must be paid no less than the rate of pay listed in the wage determination.  The IGCE preparer should review of the most recent wage determinations in determining applicable skill classes.  New rates are determined periodically and must be incorporated upon contract extension or exercise of option.


Exempt employees are essentially salaried employees, and exempt from coverage under the wage determinations.  Salaries can be estimated based on comparable positions, performing the same or similar duties covered by government personnel, market analysis and/or available history.


The IGCE preparer should identify all labor categories required for each task that comprises the Performance Work Statements by Contract Line Item Number (CLIN) for each year of anticipated effort (including options).  



Labor hours are divided into productive and non-productive time.  Productive time (sometimes called Full Time Equivalent) is time the worker spends actually performing their duties.  Non-productive time includes paid leave time or paid time off, and potentially other paid non-productive time such as breaks, training time, downtime and so forth.  The sum of productive and non-productive time is available time (usually 52 weeks at 40 hours/week).  Productive time is charged directly to the contract as direct labor, while non-productive time is usually charged to fringe benefits overhead pools and charged indirectly to the contract through a fringe benefits burden rate.  As an example, the IGCE may determine productive hours as follows:



Annual available hours (52 wks x 40 hrs/wk)    2,080



Less non-productive (leave) time

       200



Productive hours



    1,880


The SCA Area Wage Determinations usually mandate a minimum amount of time for holidays (normally the ten Federal holidays, although 11 have been incorporated in some based on Collective Bargaining Agreement results) and vacation or personal leave.  SCA-subject positions may have 160 or more hours of leave mandated as a minimum.  Exempt personnel may receive more, less or the same leave.  



The IGCE preparer should consider wage determinations for the DBA covering the construction and repair/maintenance trades.  The SCA skills for service contracts can be accessed at the following web site:  http://www.wdol.gov.


    
B.  Payroll Additives.  After the IGCE preparer estimates the anticipated skill mix and labor hours, payroll additives or labor burdens must be calculated and added.  Components of the fringe benefits package are available at www.bls.gov/ncs/ect (choose “databases” , “ Pay & Benefits”, then “Employer Cost for Employee Compensation” from the menu and complete the screens for the “Multiscreen Data Search” option) for various geographic areas, industries (NAICS codes), union/non-union employees, business sizes, and certain individual occupations.  Typical groupings of fringe benefits and payroll taxes include the following costs.



 (1).  Health & Welfare (H&W).   H&W includes life, accident and health insurance plans.  The application of H&W is dependent upon the wage determination issued by the Department of Labor (DOL).  Currently, $3.50 per hour (as of 2011) is approved for all wage categories covered by the SCA (services).  The IGCE preparer should research individual DBA wage determinations for specific fringe benefits for H&W.  The rate of $3.50 should be multiplied by all projected wage category hours covered b the SCA.   


(2).   Payroll Taxes.  This category is comprised of the following legally required employer contributions.

(a) Federal Insurance Contributions Act (FICA).   The FICA tax rate is 7.65% (6.2% for Social Security and 1.45% for Medicare).  This rate has been constant for a number of years and rarely changes.  Multiply 7.65% by total wages up to the FICA maximum rate of $106,800 (for calendar year 2011).



(b). Federal Unemployment Taxes (FUTA).  The FUTA is set by the federal government.  FUTA is paid on the first $7,000 of total wages and is multiplied by a factor of 6%.  This rate changes periodically therefore, check the IRS web page at http://irs.gov/formspubs/ for the current rate.  


(c).  State Unemployment Taxes (SUTA).  The  SUTA is set by individual state governments and is paid of the first $9,500 (as of 2011) of total wages.  SUTA varies based on the type of business involved.  Rates may be available from the state taxation or unemployment web site.  If individual state SUTA rates are not available, the IGCE preparer can use an average rate of 3.0%.  Multiply this percentage by the first $9,500 in wages per employee.



(d). Workers’ Compensation (WC).  The WC is insurance designed to cover injuries and associated benefits that arise from work related injuries.  The rate for computation of costs varies from state to state and, for the most part, is dependent upon a contractor’s years of business in the state and claims-related experience.  Workmen’s compensation is applied to total wages and will vary between 2-5% of the total payroll.  The state tax code or taxation website can provide more details. 


(e).  Retirement and Pension Plans.   Some companies provide retirement contributions for their employees, especially exempt (i.e., managerial and technical) employees.  These may be through such as 401(k) accounts, to which many employers contribute a percent of an exempt employee’s salary either as a matching or single contribution.  Currently, the Bureau of Labor Standards database shows a national average for private industry as $1 for each hour worked for the first quarter of 2011.  The national average for non-union personnel is 4.1% of wages and the union average is 4.7% of wages.

    
(f).  Paid Time Off.   This category includes holidays, paid vacation, sick leave, jury leave and other types of leave paid by the employer.  This is usually 2,080 hours minus total productive hours, multiplied by the hourly rate.  Nationally, it is currently 12.10% of hourly pay for union employees, 9.27% for non-union employees.  The Bureau of Labor Standards database shows a national average rate of $1.92 for each hour worked for the first quarter of 2011. 


(3).
  Straight Line Approach.  Alternatively, a straight line approach using an average overall labor burden rate can be used to compute fringe benefits.  As of the first quarter of 2011, the private industry rate of 27.9% of total compensation for total benefits is the national average for non-union labor.  The national average for union labor is 38.9%.  For all occupations, regardless of the type of labor, the average rate is 29.3%.  One of these rates may be used, as applicable, in place of the separate computation of benefits as outlined above.  This may not be adequate for some high cost areas of the country or for DBA/SCA categories.  One can determine a combined rate that includes all major components, also at www.bls.gov/ncs/ect as above, and choosing the “03 Total benefits” option on the “Compensation Component” scrolling dialogue box.  Whichever method is used, the IGCE preparer shall document the rationale used in the IGCE.   The following exhibit presents the Bureau of Labor Standards Compensation Component of Total Benefits for the first quarter of 2011 for private industry.




[image: image2.emf]Cost Per Hour Percent of Total


Category Worked Compensation


All Occupations 8.25 $                 29.3%


Nonunion 7.56 $                 27.9%


Union 14.67 $              38.9%


Northeast 9.81 $                 30.5%


New England 9.91 $                 29.5%


Middle Atlantic 9.76 $                 30.9%


South 7.02 $                 28.1%


South Atlantic 7.07 $                 27.7%


East South Central 6.62 $                 29.2%


West South Central 7.11 $                 28.4%


Midwest 8.29 $                 30.2%


East North Central 8.52 $                 30.7%


West North Central 7.78 $                 28.9%


West 8.67 $                 29.0%


Mountain 7.75 $                 27.8%


Pacific 9.07 $                 29.4%


http://data.bls.gov/cgi-bin/dsrv


Bureau of Labor Standards Sector of Private Industry


Compensation Component of Total Benefits for 1st Qtr of 2011





C.  Other Direct Costs (ODC).   The ODC category provides an estimate of the types and quantity of material, equipment, bonding, and travel estimated to perform the Statement of Work requirements.  These costs may be charged directly against the final cost objectives.  Materials used in direct support of the contract, such as vehicles, computers, office furniture, travel, lease of equipment, per diem; etc may also be included in the IGCE ODC.  Item descriptions, quantities and related cost estimates can be obtained using catalogs, price quotes, market surveys, historical data, etc.  The emphasis in estimating ODC should be on accuracy of estimating the number of items, number of trips by locations and personnel, and material by type, quantity and location. The IGCE preparer may consider estimating subcontract costs as part of ODC or may estimate subcontract costs as separate line item estimates.


D.  Other Indirect (Overhead) Costs.   Other indirect costs that cannot be applied to a specific cost category but is in support of IGCE requirement is called indirect overhead.  Indirect overhead may include expenses such as indirect personnel and their fringe benefits/payroll taxes, utilities and facilities costs.  Indirect overhead is often expressed as a percentage or rate of the sum of projected pool of overhead expenses divided by a base of direct labor dollars.  Indirect overhead will vary based on variables such as ownership/lease of facilities, location of work site, number of projected indirect personnel, etc.  The IGCE preparer should consider all projected requirements and may wish to review program history if it is available to estimate average projected indirect overhead rates.  If IGCE preparers use contractor program history, it may or may not be representative of future requirements.


E.  General & Administration (G&A).  G&A costs are any management, financial or other expenses incurred for the overall operation of a business.  These costs are distributed equally across all contracts.  It includes costs such as officer’s salaries,  officer compensation packages, corporate building costs,  corporate taxes, accounting fees, business insurances, legal costs, as well as non-contract specific leases, equipment and supplies.  G&A is typically expressed as a percentage or rate of the sum of projected pool of G&A expenses divided by total costs of labor, overhead, other direct costs, materials and material overhead.  The IGCE preparer should consider all projected requirements and may wish to review history if it is available to estimate average projected G&A rates. As with indirect labor rates, use of contractor program history for a G&A rate may or may not be representative of future requirements.


F.  Profit/Fee.   Profit or fee is the dollar amount over and above any allowable costs paid to a contractor for performance.  The profit or fee percentage will vary due to projected contract type and other issues.  The IGCE preparer should discuss the proposed profit /fee structure with the PCO.    The FAR Part 16 provides guidance in regard to contract types and anticipated profit or fee.

6. 
 Escalation Considerations for the IGCE.  The impact of economic changes in costs or price should be considered when forecasting option year costs or prices in developing the IGCE.  The Department of Labor Consumer Price Index (CPI) provides data and percentage of change in inflation/escalation factors.  CPI information is available at http://www.bls.gov/cpi/.  When projecting escalation, a review of major cost factors for the specific requirement should be considered.  Escalation rates for specific commodities may be much higher or much lower than the average and must be factored into the equation dependent on the individual requirements.  In addition, geographic locations for work performance should be considered.   Additionally, there are other escalation index forecasting services for labor, materials and other costs, which can be particularly helpful in development of IGCEs.  The Defense Contract Audit Agency (DCAA) and some ACC contracting organizations may have access to Global Insight projections and might be able to provide additional information on escalation indexes.  An average factor between 2% and 4% is generally considered reasonable for labor escalation.  As an example, assume that:

		Base Year (2010) Labor rate $30.00

		Projected Escalation Factor for 2011 is 2.4% (.024)

		Projected Escalation Factor for 2012 is 3.0% (.03)



		2010

		2011

		2012



		$30.00

		$30.00 x 1.024 = $30.72

		$30.72 x 1.030 = $31.64






The IGCE preparer should also consider market trends when projecting option year(s) escalation rates.  A market survey will provide information on current market prices and potential volatility of prices in the market place.  

7.
Commercial Supply IGCE.   A commercial supply IGCE is less complicated than the IGCE for a service contract.  It is a matter of determining the market value of an item and using that figure as the IGCE, documenting your research, then furnishing this information along with your funded requisition to the PCO.  

 A commercial supply IGCE can be developed using methods such as:

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


· Published price lists from individual companies that is published for use by the general public;

· Catalog pricing such as a department store;

· Market survey of a  comparison of the prices offered within the local area for an item; or,  

· 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.


8. 
Definitions.

· Direct Cost.  Any cost that is specifically identified with a particular final cost objective (such as a specific deliverable).


· Catalog Price List.  A price included in a catalog regularly maintained by a manufacturer or vendor, published or made available for inspection by customers that states prices at which sales are currently or were last made to a significant number of buyers constituting the general public.


· General and Administrative (G&A) Expense.  Indirect expenses, including a company’s general and executive office, executive compensation, the cost of staff services such as legal, accounting, financial, administrative, and similar expenses.  


· Indirect Cost.  Any cost not directly identified with a single final cost objective but identified with two or more final cost objectives.  Also referred to as labor overhead.


· Market Analysis.  The process of analyzing prices and trends in the competitive marketplace for the purpose of comparing product availability and offered prices against market alternatives and establishing the reasonableness of offered prices.


IGCE Components 

Required documentation of IGCE shall include name of preparer(s) and reviewer(s), signatures/ dates, certifying statement and narratives supporting how IGCE costs were developed.

1. The name(s) of the preparer, approving reviewer and position title(s);


2. The preparer and approving reviewer organization and contact information (telephone & e-mail);


3. A signature and date (either hand signed  or Common Access Card signed) for the preparer and approving reviewer;


4. A statement certifying the IGCE was developed independently and prior to seeking any formal proposals from contractors; and,

5. A narrative supporting how costs were developed with sufficient analytical support (spreadsheets, word documents) that explains the source and scope of all estimates, calculations, judgments and conclusions and clearly identifies reference material used.

Documentation of IGCE cost components or price analysis including source and identification of reference material and rationale of the IGCE price will include information such as:

· Skill Mix Labor Categories

· Direct Labor Hours 

· Direct Labor Calculations and Rates


· Fringe Benefits Calculations and Rates

· Labor Overhead Rates

· Other Direct Costs


· Material Costs


· Subcontractor Costs


· G&A Calculations and Rates

· Profit/Fee Percentages


· Escalation Factors 

· PCO/Pricing/Techncial/Requiring Component Discussions

· History Used in Estimations

· Analytical Methods Used 


· Supporting Spreadsheets with visibility of formulas/calculations


· Judgements Made by Preparers

· Conclusions Supported by Sufficient Written Narrative

Appendix A-1


Independent Government Cost Estimate


Operation of Waste Water Treatment Plant/Process 


Fort Huge, Texas


IGCE Information shall include:


1. The name(s) of the preparer, approving reviewer and position title(s);


2. The preparer and approving reviewer organization and contact information (telephone & e-mail);


3. A signature and date (either hand signed  or Common Access Card signed) for the preparer and approving reviewer;


4. A statement certifying the IGCE was developed independently and prior to seeking any formal proposals from contractors; and,


5. A narrative supporting how costs were developed with sufficient analytical support (spreadsheets, word documents) that explains the source and scope of all estimates, calculations, judgments and conclusions and clearly identifies reference material used.


Requirement Information:  The requirement is for operation and maintenance of the wastewater treatment plant at Fort Huge, Texas.  The basic specifications are:  The aeration pond on the west end is 20 acres, the oxidation pond is 90 acres, and the polishing pond on the east end is 18 acres. Total volume in all three ponds is about 883 acre-feet (287,878,300 gallons), and the permitted treatment capacity for the pond system is 10.2 MGD (million gallons per day).


Performance Information:  The performance area will be in Bell County, Texas for the purposes of the Service Contract Act.  Wages for Non-exempt personnel will be based on Area Wage Determination 2005-2523 (Revision 10 effective 6/15/2010). The contract duration encompasses a base year and four (4) one-year option periods, a total of 60 months.  Incorporation of the cost impact of FAR 52.217-8, Option to Extend Services, is procedural and is not included in this IGCE.  The following cost estimate is for the base year, which is anticipated to encompass 12 months from xxxxxxx to yyyyyyy.  The IGCE is based on anticipated award of a firm fixed price contract with constant staffing year to year.  The base year detail summary is shown in the cost schedule below.


[image: image3.emf]Labor


Labor Classification FLSA StatusAWD Code FTEs Hours Hrly Rate Labor $


Superintendent E N/A 1 1,920 24.18 $         46,425.60 $        


Foreman E 25210 3 5,760 17.18 $         98,968.32 $        


Stationary Engineer E 25070 1 1,920 18.97 $         36,422.40 $        


Secretary II NE 01312 1 1,920 13.39 $         25,708.80 $        


Accounting Clerk III NE 01313 1 1,920 14.69 $         28,204.80 $        


Carpenter, Maintenance NE 23130 2 3,840 15.84 $         60,825.60 $        


Plumber, Maintenance NE 23810 6 11,520 18.49 $         213,004.80 $     


WTP Operator NE 25210 6 11,520 15.62 $         179,942.40 $     


Mechanic, Maintenance NE 23110 3 5,760 15.95 $         91,872.00 $        


Helper/Laborer NE 23580 3 5,760 13.19 $         75,974.40 $        


TOTAL DIRECT LABOR 857,349.12 $     


Fringe Benefits/Payroll Taxes 857,349.12 $      39.372% 337,556.92 $     


Labor Overhead 857,349.12 $      11% 94,308.40 $        


TOTAL LABOR COST 1,194,906.04 $  


Supplies 1,194,906.04 $   15% 179,235.91 $     


Replacement Equipment 179,235.91 $      150% 268,853.86 $     


Other Direct Costs 27,635.00 $        


TOTAL COST INPUT BASE 1,670,630.81 $  


G&A Expense 1,670,630.81 $   15% 250,594.62 $     


Profit Base 1,921,225.43 $   8% 153,698.03 $     


TOTAL PRICE 2,074,923.47 $  




Basis of Estimate Information:  The following narrative provides explanation for the various elements of cost and profit that comprise the IGCE.


Direct Labor:  



Staffing:  The labor classifications and staffing (number of FTEs) were determined based on studies of similar WWTPs in Texas, and encompass operation and maintenance of the facility.  
Wages:  Inasmuch as a number of the occupations are subject to the Service Contract Act, and an Area Wage Determination (AWD) will likely be incorporated into any awarded contract, the IGCE depicts labor positions in terms of those that are exempt from (“E”), and those that are subject to, the provisions of the SCA (“Non-exempts” or “NE”).  Based on the current revision of the applicable AWD, the labor position code for the specific position is indicated and the associated minimum wage was used to estimate the labor costs.  The Superintendent position is based on current wages for the Water Treatment Operator position plus 10% for supervisory duties; (hence the code, despite the “E” indicator of FLSA status). The Stationary Engineer is based on the AWD position (code 25070) although it is treated as an Exempt.



Fringe benefits/payroll taxes were based on determining the total percentage rate using the various benefits (paid time off, payroll taxes, H&W, and WCI).  It was chosen so as to at least meet the AWD requirements for leave and health & welfare (H&W).  Retirement is usually not part of the benefits “package” based on previous experience, and is not required by the AWD.



Labor-related overhead was estimated at 11% of total labor based on the average of previous billings over a ten-year period.



Supplies:   This cost element encompasses everything from chemicals used in the water treatment processes to paper used in office paperwork.  Unit prices were based on the lowest of three (3) prices displayed on various websites for each of the major items in similar quantities, and discounts were taken where quantity discounts were listed.  This has also been determined through billings and invoices to correlate to 15% of total labor cost during a given year.



“Replacement equipment” refers to those assemblies and subassemblies of processing equipment which would be scheduled for replacement during the particular year as part of remedial maintenance.  This has been determined through billings and invoices to approximate to 150% of the cost of supplies during a given year; unit price checks and this cost relationship were used to estimate this element of cost.



G&A expense rate of 15% was used based on previous billings over a ten-year period.  The base was total cost input.  The basis of estimate of the rate was the set of rates proposed



Profit margin of 8% of total costs was estimated based on previous billings over a ten-year period, as well as review of similar services at other Army installations.  



Escalation in the Option Years:  Escalation of 3% per annum was applied to exempt labor, supplies and replacement equipment, which produced various total escalation factors used to establish the option year amounts shown in the price schedule below.  The overall rates of escalation are shown in the rightmost column.  The 3% rate was based on previous experience at Fort Huge (amounts billed).
  This produced the following total amounts by option year with the overall increase shown in the rightmost column.  The cost buildup by option year is in the attached Excel workbook (double-click the icon to activate the workbook).


		Base Year

		$  2,074,923.47

		



		Option Year 1

		$  2,105,798.02

		1.49%



		Option Year 2

		$  2,137,730.78

		1.52%



		Option Year 3

		$  2,170,914.75

		1.55%



		Option Year 4

		$  2,205,247.36

		1.58%



		TOTAL Estimate

		$10,694,614.38

		





		



		





Appendix A-2


Independent Government Cost Estimate


Grass Cutting Services


Fort Huge, TX


IGCE Information shall include:


1. The name(s) of the preparer, approving reviewer and position title(s);


2. The preparer and approving reviewer organization and contact information (telephone & e-mail);


3. A signature and date (either hand signed  or Common Access Card signed) for the preparer and approving reviewer;


4. A statement certifying the IGCE was developed independently and prior to seeking any formal proposals from contractors; and,


5. A narrative supporting how costs were developed with sufficient analytical support (spreadsheets, word documents) that explains the source and scope of all estimates, calculations, judgments and conclusions and clearly identifies reference material used.


Requirement Information:  Fort Huge has a total of 238,432 acres of foliage that require mowing, weeding, trimming and mulching according to schedules that vary with the seasons.  These areas are, for the most part, not contiguous.  Although travel time between these non-contiguous areas would be a factor, it would vary depending on the technical approach.  The pricing methodology used takes the most efficient set of transit and preparation times into account.  These services have been procured using NAICS code 561730, Landscaping Services.


Basis of Estimate Information:  This Independent Government Cost Estimate is based on the award prices on the previous contract, W9118Q-06-X-XXXX, issued 25 September 20XX.  The total price of that contract was $13,789,322.47 for a base year and three (3) option years.  The contract was procured on a competitive negotiated basis, and the price was determined fair and reasonable based on adequate price competition as well as technical evaluation that included staffing and technical approach.  Inasmuch as award was made to the lowest price, and the contractor has adequately performed all requirements, its staffing was determined optimal, to include task times and transit/preparation time.  Adequate competition is also anticipated for this requirement.  Based on the CLIN structure of the contract, the firm fixed prices were as follows:


		Base Year

		25 Sep 06 – 24 Sep 07

		$3,366,947.96



		1st Option Year

		25 Sep 07 – 24 Sep 08

		$3,419,977.39



		2nd Option Year

		25 Sep 08 – 24 Sep 09

		$3,473,842.03



		3rd Option Year

		25 Sep 09 – 24 Sep 10

		$3,528,555.07



		TOTAL

		

		$13,789,322.45





Escalation was applied to Exempt labor, equipment and supplies at 3% per annum.  Based on proposed staffing, Exempt labor was estimated to be 5% of total labor, which was estimated to be 65% of the contract cost.  Therefore, [(0.65 x 0.05) + 0.65] = 68.25% of total price would have been escalated 3% each year.  This matches the escalation applied, which approximated 2.0475% per annum.


This contract will be for a base and four option years.  Anticipated award date is 25 September 2010.


The requirements of the PWS have remained essentially unchanged in the interim.  Therefore, the assumption is that prices obtained through competition will still be valid without adjustment, except for proper escalation into future years.  Price escalation factors for the option years are listed in the table below and are based on projections of compound Army Inflation Indices (O&MA) contained in the 2010 Army Inflation Indices, factored at 68.25%.  Projections are for FY 11 through FY 15 from FY 10.


		Contract 


Period

		Start & 


End Dates

		Esc Factor

		Period


Price



		Base Year

		25 Sep 10 – 24 Sep 11

		0%

		$3,528,555.07



		1st Option Year

		25 Sep 11 – 24 Sep 12

		1.1%

		$3,567,369.18



		2nd Option Year

		25 Sep 12 – 24 Sep 13

		1.2%

		$3,610,177.61



		3rd Option Year

		25 Sep 13 – 24 Sep 14

		1.2%

		$3,653,499.74



		3rd Option Year

		25 Sep 14 – 24 Sep 15

		1.2%

		$3,741,709.84



		TOTAL

		

		$18,101,311.44





� Several alternatives exist for determining proper escalation.  However, projection of appropriate Global Insight indexes through the anticipated contract period is the most credible methodology, as it is based on extensive economic modeling.
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						Mountain			$   7.75			27.8%


						Pacific			$   9.07			29.4%
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PWS Template.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-personnel 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, other than master keys, are lost or duplicated, the Contractor shall, upon direction of the Contracting Officer, re-key or replace the affected lock or locks; however, the Government, at its option, may replace the affected lock or locks or perform re-keying.  When the replacement of locks or re-keying is performed by the Government, the total cost of re-keying or the replacement of the lock or locks shall be deducted from the monthly payment due the Contractor.  In the event a master key is lost or duplicated, all locks and keys for that system shall be replaced by the Government and the total cost deducted from the monthly 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., 1.6.12.1 Contract Manager and Alternate, 1.6.12.1.1 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), 1.6.12.2 Systems Administrator, 1.6.12.2.1 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 MANAGEMENT REPORTING (CMR) (Only applies to Army Customers): The Office of the Assistant Secretary of the Army (Manpower & Reserve Affairs) operates and maintains a secure Army data collection site where the Contractor shall report ALL Contractor manpower (including subcontractor manpower) required for performance of this contract.   The Contractor shall completely fill in all the information in the format using the following web address https://Contractormanpower.army.pentagon.mil.  The required information includes:  (1) Contracting Office, Contracting Officer, Contracting Officer’s Technical Representative (COTR) or also know as the Contracting Officer’s Representative (COR); (2)  Contract number, including task and delivery order number; (3)  Beginning and ending dates covered by reporting period; (4)  Contractor's name, address, phone number, e-mail address, identity of Contractor employee entering data; (5)  Estimated direct labor hours (including sub-Contractors); (6)  Estimated direct labor dollars paid this reporting period (including sub-Contractors); (7)  Total payments (including sub-Contractors); (8)  Predominant Federal Service Code (FSC) reflecting services provided by Contractor (and separate predominant FSC for each sub-Contractor if different); (9)  Estimated data collection cost; (10)  Organizational title associated with the Unit Identification Code (UIC) for the Army Requiring Activity (the Army Requiring Activity is responsible for providing the Contractor with its UIC for the purposes of reporting this information); (11)  Locations where Contractor and sub-Contractors perform the work (specified by zip code in the United States and nearest city, country, when in an overseas location, using standardized nomenclature provided on website); (12)  Presence of deployment or contingency contract language; and (13)  Number of Contractor and sub-Contractor employees deployed in theater this reporting period (by country).  As part of its submission, 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.  Contractors may use a direct XML data transfer to the database server or fill in the fields on the website.  The XML direct transfer is a format for transferring files from a Contractor’s system to the secure website without the need for separate data entries for each required data element at the website.  The specific formats for the XML direct transfer may be downloaded from the 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





		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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The Performance Requirements Summary (PRS) contains a table that identifies performance-based measures which will be used to monitor Contractor performance and can be located in technical exhibit 1 of the PWS.  The Expeditionary Contracting Command (ECC) will periodically evaluate the Contractor’s performance by appointing a representative(s) to monitor performance to ensure services are received.  The ECC representative will evaluate the Contractor’s daily performance through personal dealings and direct inspections of work products and demonstrated knowledge of applicable regulations.  The ECC may conduct random inspections and increase the number of quality assurance/control inspections if deemed appropriate because of repeated failures discovered during quality control inspections or because of repeated customer complaints.  Likewise, the ECC may decrease the number of quality control inspections if performance dictates.  The ECC representative shall make final determination of the validity of customer complaint(s).  

If any of the services do not conform to contract requirements, the ECC may require the Contractor to perform the services again in conformity with contract requirements, at no increase in contract amount. When the defects in services cannot be corrected by re-performance, the ECC may:

(a) Require the Contractor to take necessary action to ensure that future performance conforms to contract requirements.

QUALITY ASSURANCE SURVEILLANCE PLAN


(QASP)


1.0 INTRODUCTION


This Quality Assurance Surveillance Plan (QASP) is pursuant to the requirements listed in the performance-based Performance Work Statement (PWS) for ECC Contract Support Services. This performance-based plan sets forth the procedures and guidelines the ECC will use in evaluating the technical performance of the Contract Support Services contractor.


1.1 PURPOSE


1.1.1.
The purpose of the QASP is to describe the systematic methods used to measure performance and to identify the reports required and the resources to be employed.  The QASP provides a means for evaluating whether the contractor is meeting the performance standards identified in the PWS.


1.1.2
This QASP is designed to define roles and responsibilities, identify the performance objectives, define the methodologies used to monitor and evaluate the contractor’s performance, describe quality assurance reporting, and describe the analysis of quality assurance monitoring results.


1.2 PERFORMANCE MANAGEMENT APPROACH


1.2.1
The performance-based PWS structures the acquisition around “what” service is required as opposed to “how” the contractor should perform the work.  This QASP will define the performance management approach taken by the ECC to monitor, manage, and take appropriate action on the contractor’s performance against expected outcomes or performance objectives communicated in the PWS.  Performance management rests upon developing a capability to review and analyze information generated through performance metrics.  The ability to make decisions based on the analysis of performance data is the cornerstone of performance management.  The data generated in a performance management approach provides information that indicates whether or not expected outcomes for required services are being achieved adequately by the contractor. 


1.2.2
Performance management also represents a significant shift from the more traditional Quality Assurance (QA) concepts in several ways.  Performance management focuses on assessing whether or not outcomes are being achieved and migrates away from scrutiny on compliance with the processes and practices used to achieve the outcome.  The only exceptions to process reviews are those required by law (Federal, State, and local) and compelling business situations such as safety and health.  An outcome focus provides the contractor flexibility to continuously improve and innovate over the course of the contract as long as the critical outcomes expected are being achieved at the desired levels of performance.


1.3 PERFORMANCE MANAGEMENT STRATEGY


1.3.1
The contractor’s internal quality control system will set forth the staffing and procedures for self inspecting the quality, timeliness, responsiveness, customer satisfaction, and other performance requirements in the PWS.  The contractor will utilize its internal quality control system to assess and report their performance to the designated Government representative.


1.3.2
The Government representative will monitor performance and review performance reports furnished by the contractor to determine how the contractor is performing against communicated performance objectives. The Government will make decisions based on performance measurement metric data and notify the contractor of those decisions.  The contractor will be responsible for making required changes in processes and practices to ensure performance is managed effectively.


2.0 ROLES AND RESPONSIBILITIES


2.1.
The Contracting Officer (KO) is responsible for monitoring contract compliance, contract administration and cost control; and resolving any differences between the observations documented by the Contracting Officer’s Representative (COR) and the contractor’s performance.


2.2
The KO will designate one COR and one alternate COR as the Government authority for performance management. The number of additional representatives serving as Technical Inspectors depends upon the complexity of the services measured as well as the contractor’s performance.


2.3
The COR is responsible for monitoring, assessing, and communicating the technical performance of the contractor and assisting the contractor.  The COR will have the responsibility for completing QA monitoring forms (refer to the PWS technical exhibit 1 and Attachments I, II of the QASP) used to document the inspection and evaluation of the contractor’s work performance.  Government surveillance may occur under the Inspection of Services clause for any service relating to the contract.


3.0 IDENTIFICATION OF SERVICES TO BE PERFORMED


The contractor shall provide ECC Contract Support service support in accordance with the PWS.  The performance standards are established in Technical Exhibit 1, Performance Requirements Summary (PRS) of the PWS that covers the specific category of work.  The acceptable level of performance is set in the performance standard column related to that paragraph.  


4.0 METHODOLOGIES TO MONITOR PERFORMANCE


4.1
In an effort to minimize the contract administration burden, simplified methods of surveillance techniques shall be used by the Government to evaluate contractor performance. The primary methods of surveillance are COR-Periodic Surveillance, and customer input/feedback. The Government will use appointed representatives, as well as reports and input from users/customers as sources of comments on the contractor’s performance.


4.2
The contractor is expected to establish and maintain professional communication between its employees and customers. The primary objective of professional communication between employees and customers is customer satisfaction. Customer satisfaction is the most significant external indicator of the success and effectiveness of all services provided can be measured through periodic surveillance and customer complaints. Performance management drives the contractor to be customer focused through initially addressing customer complaints and investigating the issues and/or problems. 


NOTE: The customer should always communicate complaints to the COR as opposed to the contractor. The COR will accept the customer complaints and will investigate using the Quality Assurance Monitoring Form – Customer Complaint Investigation identified in Attachment II. 


5.0 QUALITY ASSURANCE REPORTING


5.1
The performance management feedback loop begins with the communication of expected outcomes. Performance standards are expressed in the PRS located in technical exhibit 1 of the PWS.  


5.2
The Government’s QA monitoring, accomplished by the COR (and others as designated) will be reported using the monitoring forms in Attachments I and II.  The forms, when completed, will document the COR’s understanding of the contractor’s performance under the contract to ensure that the PWS requirements are being met.

5.2.1
The COR will retain a copy of all completed QA monitoring forms. 

6.0 ANALYSIS OF QUALITY ASSURANCE MONITORING 

RESULTS


6.1
The Government shall use the surveillance methods cited in the PRS to determine whether the minimum Acceptable Standard is met have been met. The Government’s evaluation will be forwarded to the Contracting Officer for action.


6.2
At the end of each month, the COR will prepare a written report for the KO summarizing the overall results of the quality assurance monitoring of the contractor’s performance.  This written report consists of the contractor’s submitted monthly progress report and the completed Quality Assurance Monitoring Forms (Attachment I) will become part of the QA documentation.


6.3
The KO may require the contractor’s project manager, or a designated alternate, to meet with the KO and other Government personnel as deemed necessary to discuss performance evaluation.  The COR will define a frequency of in-depth reviews with the contractor, however if the need arises, the contractor will meet with the KO as often as required or per the contractor’s request.  The agenda of the reviews may discuss:


· Performance measured by the metrics and trends


· Issues and concerns of both parties


· Projected outlook for upcoming months and progress against expected trend


· Recommendations made by the COR based on contractor information


· Issues arising from independent reviews and inspections


6.4
In addition to QA monitoring, the COR will use the information contained in the contractor’s reports if required to assess the contractor’s level of performance for each objective measured in this QASP (detailed in PRS).  The COR must coordinate and communicate with the contractor to resolve issues and concerns of marginal or unacceptable performance. The contractor will discuss with the KO/COR satisfaction ratings receiving a “less than acceptable” rating.  For such cases, the contractor should highlight its perspective on factors driving customer satisfaction and present plans to adjust service levels accordingly to bring the satisfaction rating up to an acceptable level.


6.5
The KO/COR and contractor should jointly formulate tactical and long–term courses of action.  Decisions regarding changes to metrics, thresholds, or service levels should be clearly documented.  Changes to service levels, procedures, and metrics will be incorporated as a contract modification at the convenience of the KO.


7.0. FAILURE TO PERFORM


7.1
The contractor may receive deductions or even termination based on failure to perform.  The following criteria apply for determining appropriate action:


1. Notifications.  Consistent with FAR Part 49, the KO shall notify the service provider of failure to meet standards through QA monitoring forms, cure notices, or show cause notices and shall inform the service provider project manager or designated alternate of such notices.


2. Deductions.  The Government has the right to withhold a percentage of payment of the monthly cost for performing particular services based on failure to meet performance standards.  


3. Termination.  If the KO determines that the contractor has failed to perform to the extent that a termination for default is justified, the KO shall issue a notice of termination, consistent with FAR Part 49.

ATTACHMENT I


QUALITY ASSURANCE MONITORING FORM


SERVICE or STANDARD: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________                                                                                                                                  __________


SURVEY PERIOD:
___________________


SURVEILLANCE METHOD (Check):
_____
Reports


_____
100% Inspection



_____
Periodic Inspection



_____
Customer Input/Feedback

LEVEL OF SURVEILLANCE SELECTED (Check):



_____
Monthly



_____
Quarterly



_____
As needed


ANALYSIS OF RESULTS: 


OBSERVED SERVICE PROVIDER PERFORMANCE MEASUREMENT RATE = ______%


SERVICE PROVIDER’S PERFORMANCE (Check):
____
Meets Standards



____
Does Not Meet Standards


NARRATIVE OF PERFORMANCE DURING SURVEY PERIOD: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________                                                                                                                                      _____________________

PREPARED BY:  ___________________________________
DATE:  _____________________


ATTACHMENT II


QUALITY ASSURANCE MONITORING FORM – 


CUSTOMER COMPLAINT INVESTIGATION  

SERVICE or STANDARD: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________                  ___________________

SURVEY PERIOD:
___________________


DATE/TIME COMPLAINT RECEIVED:
_____________
________ AM / PM


SOURCE OF COMPLAINT: 
_______________________________ (NAME)



_______________________________ (ORGANIZATION)



_______________________________ (PHONE NUMBER)



_______________________________ (EMAIL ADDRESS)


NATURE OF COMPLAINT: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________                        _____________

RESULTS OF COMPLAINT INVESTIGATION: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________                        ________

DATE/TIME SERVICE PROVIDER INFORMED OF COMPLAINT: _____________         _________ AM / PM


CORRECTIVE ACTION TAKEN BY SERVICE PROVIDER: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________                        ____________________________

RECEIVED AND VALIDATED BY:            _____                         __                                                                                             ____                         

PREPARED BY:  ___________________________________
DATE: ______________________                                           

PAGE  
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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.
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J&A Template, Revised 29 March 2011.docx
	Control Number:  00-00

		Template revised on 29 March 2011, Rev 1

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



Only the authorities below should be used: 

Action using simplified acquisition procedures (select one):



|_|   FAR 13.106-1(b)(1):  For purchases not exceeding the simplified acquisition threshold (SAT) which is $150,000 or for a declared contingency, $1 million for any contract to be awarded and performed, or purchase to be made, outside the United States to support that contingency.  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) 



|_|   FAR 13.501(a)(1)(ii):  For actions for commercial supplies or services greater than the SAT but not exceeding $6.5M ($12 million if acquisitions for commercial items that, as determined by the head of the agency, are to be used in support of a contingency operation or to facilitate the defense against or recovery from nuclear, biological, chemical, or radiological attack), the correct citation is:  Test Program for Commercial Items, Section 4202 of the Clinger-Cohen Act of 1996 as codified at 10 USC Sec. 2304(g)(1)(B), and amended by Section 807 of the Ronald Reagan National Defense Authorization Act of 2005.   



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 USC 2304(c)(1)



|_|  FAR 6.302-2:  Unusual and compelling urgency, 10 USC 2304(c)(2)



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



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





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(a)(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(a)(9)(ii)).



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





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(b)).



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(a)(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(a)(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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LSJA (FAR Parts 8 & 16), Dated 1 February 2011.docx
Control No. ______________

LIMITED SOURCE JUSTIFICATION

[Use for Orders against Federal Supply Schedules (FSS) when restricting consideration IAW FAR 8.405-6/DFARS 208.405-70, or Orders under Multiple Award Contracts when fair opportunity is not provided IAW FAR 16.505(b)/DFARS 216.505-70]



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: _________________________________

                         OR

		   |_|   Multiple Award ID/IQ 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 FAR 8.405-6.  Mark the applicable exception:



	|_|  Item peculiar to one manufacturer (e.g. brand name item, product, or feature

	of a product peculiar to one manufacturer (FAR 8.405-6(a)(2)).

	|_|  Limit consideration to fewer than three (3) schedule contractors (FAR 8.405-

	6(a)(1)).  In accordance with DFARS 208.405-70(b), mark the

	applicable exception: 

	|_|  A statute expressly authorizes/requires that purchase be made from a

	specified source [DFARS 208.405-70(b)(1)]

	|_|  Urgent agency need precludes fair opportunity [FAR 16.505(b)(2)(i)] 

	|_|  Only one awardee is capable because supplies or services are unique

		or highly specialized [FAR 16.505(b)(2)(ii)]

	|_|  Logical follow-on, in the interest of economy and efficiency, 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)(iii)]



OR:



|_|   ORDER AGAINST MULTIPLE AWARD ID/IQ CONTRACT:  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.  Mark the applicable exception:

	

	|_|  A statute expressly authorizes/requires that purchase be made from a

	specified source [DFARS 216.505-70(b)(1)]

	|_|  Urgent agency need precludes fair opportunity [FAR 16.505(b)(2)(i)]

	|_|  Only one awardee is capable because supplies or services are unique or

	highly specialized [FAR 16.505(b)(2)(ii)]

	|_|  In the interest of economy and efficiency, the order 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)(iii)]

	|_|  It is necessary to place the order to satisfy a minimum guarantee

	[FAR 16.505(b)(2)(iv)]



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 per FAR 8.405-6 (a)(2), 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.  When citing exception to the fair opportunity process set out at FAR 16.505(b)(2)(i), 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 set out at FAR 16.505(b)(2)(ii), 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 set out at FAR 16.505(b)(2)(iii), 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 set out at FAR 16.505(b)(2)(iv), identify the contract clause and language that calls out the minimum guaranteed amount.





















6.  Market Research:  Describe the extent of the market research conducted among the schedule or 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 exception to the fair opportunity process set out at FAR 16.505(b)(2)(iv), 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 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) or FAR 16.505(b)(5)), to include the basis for determination of a fair and reasonable price:

























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 





NOTE:  If requirement exceeds contracting officer’s approval authority of $650K, consult with the Special Competition Advocate.

	-1-	Rev. 4, dated 1 Feb 11
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VCE-COR Users Guide.doc
Virtual Contracting Enterprise (VCE)


COR – Contracting Officer’s Representative Module

USERS GUIDE


March 2011

I. INTRODUCTION


The VCE COR Management module is used to nominate, appoint, track, and revoke an individual as a COR against an Army contract. This module allows a perspective COR to create a profile and process a nomination package for one or multiple contracts and/or orders as well as provide contracting personnel a web based portal for all relevant COR actions. This Users Guide has been prepared to assist new users in properly utilizing the VCE COR Management module. This module is guided by Army Contracting Command Pamphlet 70-1 Interim Army Contracting Command – Contracting Officer’s Representative Policy Guide. This document outlines the roles and responsibilities of all parties involved with the appointment and oversight of CORs within the VCE COR Management module.

The VCE COR Management module is CAC enabled and available to all members of the Army at https://arc.army.mil/COR


Please use the “Print Layout” view setting to see embedded screenshots


For questions, please utilize the COR Handbooks and POCs link to determine your servicing contracting center’s COR POC.

II. HOME PAGE


The VCE  COR Management module homepage, at https://arc.army.mil/COR, contains top level information for each type of user involved in the nomination and appointment of CORs against Army Contracts and links to navigate the site.

The links for the module are as follows:


COR Home – returns the user to the homepage


COR Profile – allows the COR to enter or edit their profile information


COR Nomination Process – where each user will complete their portion of the nomination process


Contract List/Status – provides the user access to their individual records both active appointments and those in process. This is for all levels, CORs, COR Supervisor, and Contracting Staff

Awaiting My Approval – provides the user access to all records that are awaiting their approval/action


Document Templates – provides the user a set of document templates relevant to the COR process

COR Handbooks & POCs – Allows the user to select the servicing contracting center and view the local COR Handbook and the local Contracting Center’s COR POCs

All COR Submitted Documents – allows the COR of any active appointment to see all documents associated with a contract, even those from previous CORs.

COR Related Links – provides the user links to various other online tools.



Admin Links – these are available to the local Contracting Center COR Administrators only.


COR Management System Video – a narrated tutorial video is available via the link in the center of the home page.


III. COR PROFILE

The COR Profile requires the entry of relevant COR information to ensure the proper nomination and appointment of a COR . The profile information, once entered, does not need to be entered again (save any needed updates) and can be used to populate one or a dozen different nomination packages.


The Profile page contains two sections, COR Information and Training Courses. On the initial build of the profile, the COR will complete the COR Information, select save record, and then enter their Training Courses. On subsequent visits to the profile page, both sections will be available simultaneously. 


This is a screenshot of the COR Information area:
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There are blue “I”s that contain help information. This information can be access by “mousing” over the icons and clicking. Any mandatory field not entered will return an error message indicating the value that is missing. Once the save record button is clicked, a second area (for first time CORs) will open, allowing the COR to enter course information.
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When the COR access the Training Courses area, they will see three items.


Document – This represents the course to be loaded 


Course Compl Date – This represents the date the course was completed and is used to send automated training refresher reminders


Add Document – Use the Browse button to load the course certificate/transcript


Training is not required to complete the profile, nor is it required when the nomination package is submitted. Proof of training is required by the time the Contracting Officer appoints the COR or the system will error and identify the missing training courses.


Training is divided into three categories based on the complexity of the contract as determined by the Contracting Officer. These categories (A, B, and C) will dictate the courses the COR will be required to have completed for an official appointment. Course and category information is available within Army Contracting Command Pamphlet 70-1 Interim Army Contracting Command – Contracting Officer’s Representative Policy Guide and is available at attachment 01 of this document.

Once the profile is complete, the COR can then navigate to the next link “COR Nomination Process” to develop their package.


IV. NOMINATING AND APPOINTING A COR

The COR can begin their nomination process by completing their profile and clicking on “COR Nomination Process”. This will bring them to the nomination page.


The nomination page is broken into three primary areas:


COR Information – where the perspective COR completes their package


Supervisor – where the COR’s supervisor reviews and certifies their package


Contracting Officer – where the contracting officer will review and formally appoint the COR 


A. COR INFORMATION


The COR Information area has a number of requirements as part of package development. The COR Information area is broken into a number of distinct areas for nomination package completion


COR Profile Information – Basic information from the profile page to include name, home organization, and courses completed.


Contracting Command/Center – the COR shall select their servicing command and center via the drop down lists.


Contract Information – the COR shall identify whether they know the contract number they are to be appointed against, if yes, they will be required to enter it, if not they will be able to enter a preaward number as agreed upon between the COR and local contracting center.


Contracting Officer/Specialist – the COR shall identify the PCO and Specialist of their action


Quality Assurance Surveillance Plan (QASP) – The COR can submit a QASP as well as enter a description of the QASP. A QASP is not required for the submission of the nomination package but one is required at time of appointment.


Contractor – This area is auto-populated at time of award, no data entry is required


COR Certifications – Prior to submission of the package, the COR must certify to a number of requirements. This can be completed by clicking the block next to each certification requirement.


Once complete, the COR then clicks “Submit Record to Supervisor” which will send an email to the supervisor located on their profile with an embedded link to this module for their action or the COR can “Save Record(without routing)” and return at a later time.


B. SUPERVISOR

Once the COR has submitted their package to their supervisor, the supervisor will receive an email directing them to the COR site. Once within the site, the supervisor will click on the link “Awaiting My Approval” and will see the record awaiting their action (shown below). The supervisor will click on the contract/preaward number to access the record.
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Once in the record, the supervisor can review everything submitted to date (next three screen shots). Once their review is complete, the supervisor then certifies to a number of requirements as well (fourth of four screenshots in section B Supervisors). Once they complete the certification process, the supervisor can elect to Approve (which forwards the package to the Contracting Officer), Save Record (without routing) for future review, or Supervisor Reject. If the supervisor rejects the package, they must enter comments. These comments and the package are then returned to the COR via email for corrective action.
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C. CONTRACTING OFFICER

Once the COR’s supervisor submits the package as approved, the Contracting Officer and Specialist identified on the record will receive an email directing them to the site. The Contracting Officer or Specialist will access the “Awaiting My Approval” link and access the record to review by clicking of the Contract/Preaward Number field. Once within the record, they can review all information entered by the COR and COR’s supervisor (identical to the screenshots in Section B).


The Contracting Officer and/or Specialist will have a number of actions to perform.


First, if the COR did not identify a contract number as part of the nomination package, opting for the Preaward Number, the Contracting Officer or Specialist will need to enter the correct contract number and order (if applicable)

Second, the Contracting Officer or Specialist will need to identify the Training Type the COR should have met IAW the Army Contracting Command Pamphlet 70-1 Interim Army Contracting Command – Contracting Officer’s Representative Policy Guide and is available at attachment 01 of this document.

Third, the Contracting Officer or Specialist can identify if the period of performance of the contract is less than 90 days, if it is, it will waive the requirement for ACC Comprehension Training.

Fourth, the Contracting Officer or Specialist can waive the requirement for a QASP, if waived; the Contracting Officer or Specialist is then required to load a memorandum for file outlining the reason for the waiver.

Lastly, the Contracting Officer or Specialist will need to certify to a set of requirements by clicking on the boxes of the certifications.


Once complete the Contracting Officer or Specialist will load the appointment letter and identify the appointment date and click “Contracting Officer Approve”. The Contracting Officer or Specialist can reject the record by entering comments in the approval/rejection comments block and by clicking “Contracting Officer Reject”. The Contracting Officer or Specialist can also save the record for future processing by clicking “Save Record (without routing).


If the Contracting Officer or Specialist approve or reject the record, an email will go out to the COR and the COR’s Supervisor outlining the decision.
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D. DOCUMENT TEMPLATES


During the nomination process, the parties involved in the nomination package may access various document templates like sample QASPs or Appointment letters. To access these templates, click on the “Document Templates”. A list of templates will appear and include

· Appointment Letter


· Revocation Letter


· Termination Request Letter


· COR File Inspection Checklist


· Sample QASP Format


· Sample QASP Task Matrix


· COR File Review/Inspection Checklist


V. POST AWARD ACTIVITIES


Once a COR is appointed, there are a number of options to upload as well as view older COR documentation. The intent of the COR module is to create an online COR file to replace the desk side version, accessible anywhere by the COR or Contracting Officer/Specialist.

To access an existing appointment, click on the link “CONTRACT LIST/STATUS” – this will provide the user a complete listing of all actions they are associated with either as a COR, COR Supervisor or Contracting Officer/Specialist. Example below
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From here, the user can select the record of their choosing and if the record is an active appointment, can navigate to the Contract Management Area.


Note – the record will retain all nomination package data which is available for review.


A. CONTRACT MANAGEMENT


This section is divided into a number of areas:


Monthly Status Reports – Allows the submission of the required monthly status report, identify the month and year of the report, then use the browse selection to load the report. Format and content of the report is between the Contracting Officer and COR. Once loaded, the monthly status report can be approved or rejected by the Contracting Officer/Specialist
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B. Annual COR File Inspection Checklist – Where the Contracting Officer/Specialist can load their yearly review of the COR’s file


C. COR Trip Reports – Where the COR can load trip reports


D. COR Correspondence Report – Where the COR can load any correspondence between them and the contractor


E. Miscellaneous Documents – Where the COR can load a host of other documents for their file.


Note – All documentation loaded into the COR tool is auto pushed to PCF if a PCF contract cabinet exists as to avoid a duplication of document loading.


VI. VIEWING PREVIOUS COR’S DOCUMENTATION

A new COR can view the documentation of a previous COR for a contract. The new COR can utilize the “All COR Submitted Documents” link and select the contract they wish to view. After selecting the contract the user wants to review, an entire listing of all documents from any COR is available. These documents are available to the COR, COR’s Supervisor, and Contracting Officer/Specialist.
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AND LOGISTICS


MEMORANDUM FOR SECRETARIES OF THE MILITARY DEPARTMENTS
CHAIRMAN OF THE JOINT CHIEFS OF STAFF
UNDER SECRETARIES OF DEFENSE
DEPUTY CHIEF MANAGEMENT OFFICER
COMMANDERS OF THE COMBATANT COMMANDS
ASSISTANT SECRETARIES OF DEFENSE
GENERAL COUNSEL OF THE DEPARTMENT OF DEFENSE
DIRECTOR, OPERATIONAL TEST AND EVALUATION
DIRECTOR, COST ASSESSMENT AND PROGRAM EVALUATION
INSPECTOR GENERAL OF THE DEPARTMENT OF DEFENSE
ASSISTANTS TO THE SECRETARY OF DEFENSE
DIRECTOR, ADMINISTRATION AND MANAGEMENT
DIRECTORS OF THE DEFENSE AGENCIES
DIRECTORS OF THE DOD FIELD ACTIVITIES


SUBJECT: Deployment of the Department of Defense (DoD) Contracting Officer
Representative Tracking Tool (CaRT Tool)


I am pleased to announce the deployment of the DoD CORT Tool. This capability,
initially developed by U.S. Army, Communications and Electronics Command, and subsequently
adopted by the Army leadership, has been adapted for use by the DoD. The Army will be the
executive agent to maintain this electronic capability until further notice. This capability will
allow components and defense agencies to electronically track Contracting Officer
Representative (COR) nominations, appointments, terminations and training certifications across
DoD.


The DoD CORT Tool is a Web-accessible management application designed to:


• Be Common Access Card-enabled and available to all members of the DoD with
internet access and an Army or Defense Knowledge Online account (AKOIDKO).


• Nominate, appoint, track, and terminate, if necessary, an individual as a COR against
a DoD contract or order or actions issued on behalf ofa DoD assisting agency.


• Allow a prospective COR to create a profile, document their training and experience,
and process a nomination package for one or multiple contracts and orders.


• Provide DoD personnel a Web-based portal for all relevant COR documents to
include the posting ofmonthly status report and annual COR file checklist.







All Military Departments, Defense Agencies and DoD Field Activities are directed to
develop a CORT Tool deployment plan. As part of your plan, Components should address the
items in CORT Tool Guidance and Instructions, http://www.acq.osd.mil/dpap/pdi/eb/cor.html.
and include a schedule to implement the capability in accordance with the phased deployment
strategy. Components should identify individuals who will act as your Subject Matter Experts
(SMEs). The SMEs will have overall responsibility for training and deployment of the capability
within your component. Your plan should be submitted within 60 days of the signed date of this
letter to the Deputy Director, Program Development and Implementation, Defense Procurement
and Acquisition Policy, Ms. LeAntha Sumpter at LeAntha.Sumpter@osd.mil.


All Military Departments, Defense Agencies and DoD Field Activities shall use this tool
for all service contracts awarded with a value greater than the micro-purchase threshold and in
accordance with the deployment dates of their respective organizations identified in CaRT Tool
Guidance and Instruction. This Tool may be used but is not required for other types of contracts
(i.e., construction) where a COR is required. The CaRT Tool is designed for use by all Military
Departments and Defense Agencies for all contracts when a COR is assigned unless a specific
waiver is obtained from the component Senior Acquisition Executive.


My point of contact is Ms. Mae Bartley at Mae.Bartley@osd.mil or 703-602-8011.


rshton B. Carter ~\)l ~T\l\.Jt


~11.-lJ II
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		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 AUTHORITY (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 Supporting Installation Directorate of Contracting.  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






		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 (MM/DD/YY)



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






		7.  COMMENTS OF IMMEDIATE SUPERVISOR OF INDIVIDUAL MAKING UNAUTHORIZED COMMITMENT





		TYPED NAME, GRADE OR RANK, TITLE AND ORGANIZATIONOF 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 Supporting Installation Directorate of Contracting.)





		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:

 FORMCHECKBOX 
    CONCUR WITH RATIFICATION                        FORMCHECKBOX 
    DO NOT CONCUR with the ratification of the 


 of the Unauthorized Commitment                                   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.


 FORMCHECKBOX 
   YES                          FORMCHECKBOX 
   NO





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




		SIGNATURE




		DATE(MM/DD/YY)






		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 supporting Directorate of Contracting of unit committing Government.)





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


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


 FORMCHECKBOX 
   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)


 FORMCHECKBOX 
   COMMANDER OF DIRECT REPORTING UNITS (DRU)





		1. APPROVAL OF CORRECTIVE ACTION AND/OR DISCIPLINARY ACTION TAKEN

 FORMCHECKBOX 
   YES             FORMCHECKBOX 
   NO (Explain non-concurrence)






		2.  APPROVAL OF RECOMMENDED CORRECTIVE ACTION TO PRECLUDE RECURRENCE

 FORMCHECKBOX 
   YES             FORMCHECKBOX 
   NO (Explain non-concurrence)






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

 FORMCHECKBOX 
   YES             FORMCHECKBOX 
   NO (Explain non-concurrence)






		TYPED NAME, GRADE OR RANK, TITLE AND ORGANIZATION




		SIGNATURE

		DATE(MM/DD/YY)








		PART III - CONTRACTING OFFICER ASSIGNMENT



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





		TYPED NAME OF DIRECTOR OF CONTRACTING




		SIGNATURE




		DATE(MM/DD/YY)






		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 benefit 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 (MM/DD/YY)








		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 Contracting 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 (MM/DD/YY)






		SECTION B


AFARS 5101.602-3 (Completed by Director of Contracting)



		1.  ACTIONS OF $10,000 OR LESS

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


 FORMCHECKBOX 
   Approved (Issue Purchase Order)


 FORMCHECKBOX 
   Disapproved (Explain disapproval) 






		2.  ACTIONS OVER $10,000 BUT NOT OVER $100,000.  (Written request shall be submitted to the appropriate PARC for approval with all appropriate documentation.)


 FORMCHECKBOX 
   Approval is recommended



		3.  ACTIONS OVER $100,000 (Written request shall be submitted through the appropriate PARC to the HCA for approval with all appropriate documentation.)   Refer to ACA Acquisition Instruction.


 FORMCHECKBOX 
   Approval is recommended



		TYPED NAME OF DIRECTOR OF CONTRACTING




		SIGNATURE




		DATE (MM/DD/YY)
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Ratification Guide,  Dated March 2007.pdf


Ratification Guide, Dated March 2007.pdf
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GOVERNMENT PURCHASE CARD (GPC)   PRE - PURCHASE APPROVAL REQUEST    

1)  Date of Request:   

2)  Requestor   (Unit/Section)   

 

3) Mandatory Source   See AR 710 - 2, para 2 - 6 m (3)(b) &   (e)   

 

4) Justification   

5) Requested Delivery   Date:   6) Local Purchase Authority   (AR, CTA,  FEDLOG )   

7)  Administrative Approval:   (Ex. TMP, DOL, ENG and DAPS)   

 

8)  Supply/Services  

Description   (a)  QTY/UI   (b)  Unit Price   (c)  Total Price   (d)  

    

    

    

    

    

    

    

    

    

                                                                                                                                                           Grand Total (to Include Continuation Sheet (s )     

 

10)  Requestor  Information  

Name:   Signature:  Date:  

 

    11 )   Card Holder Information   

Name:   Signature:  Date:  

 

   12)  Billing Official   Approval  

Name:   Signature:  Date:  

 

                                                                                  13 ) Property Book Review  

EXP   NON - EXP   Document Number  Line  Number  NSN  

Name:   Signature:  Date:  

Remarks:                       

   

 

ARSOUTH GPC  Pre - Purchase Approval Form   (Rev  15   FEB   201 1)  


Microsoft_Office_Word_Document5.docx
GOVERNMENT PURCHASE CARD (GPC)

PRE-PURCHASE APPROVAL REQUEST



		1) Date of Request:

		



		2) Requestor

(Unit/Section)

		



		



		3) Mandatory Source

See AR 710-2, para 2-6m(3)(b) & (e)

		



		



		4) Justification

		



		5) Requested Delivery

Date:

		

		6) Local Purchase Authority

(AR, CTA, FEDLOG)

		



		7) Administrative Approval:

(Ex. TMP, DOL, ENG and DAPS)

		



		



		8) Supply/Services



		Description

(a)

		QTY/UI

(b)

		Unit Price

(c)

		Total Price

(d)



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		                                                                           

                                                                         Grand Total (to Include Continuation Sheet(s) 

		



		



		10) Requestor Information



		Name:

		

		Signature:

		Date:



		



		  11) Card Holder Information 



		Name:

		

		Signature:

		Date:



		



		  12) Billing Official Approval



		Name:

		

		Signature:

		Date:



		





                                                                                 13) Property Book Review

		EXP

		

		NON-EXP

		

		Document Number

		Line Number

		NSN



		Name:

		

		Signature:

		Date:



		Remarks:                   
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