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“You fly.  We buy!”

PREFACE

The 62d Contracting Squadron is pleased to offer this guide to the many customers we support in order to familiarize you with the acquisition process.  We hope that it will answer the many questions you have about the process itself and the terms used.

Our goal is that this guide will:

· provide our customers insight to the overall contracting process,

· provide valuable information for developing sound requirements packages, 

· outline pre-award and post-award duties and responsibilities, and 

· provide guidance on proper business relationships with contractors. 

· is conducted as effectively and efficiently as possible, 

· meets your unique mission objectives, and

· [image: image26.wmf]is in accordance with applicable laws and regulations.

  We also want to emphasize the acquisition process relies heavily on the “acquisition team” comprised of the requiring activity, contracting personnel, legal, budget, and support personnel.  Reading this guide will clarify the importance of teamwork in completing an acquisition.
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1.
ORGANIZATION

1.1

Mission:

Provide timely and economic acquisition of supplies, services, and construction for the 62d Airlift Wing and tenant organizations at McChord AFB, WA, while remaining within established law, regulations, and other guidance.  

1.2     Organization:

1.2.1
Director of Business Operations:  Serves as the squadron business advisor.  Also serves as Deputy for the Contracting Squadron and the Wing Small Business Specialist.  

1.2.2
LGCA Flight - This flight is responsible for the purchase and administration of construction and architect & engineering (A&E) contracts.  Construction is by definition the addition, alteration, repair and maintenance of real property.  

1.2.3
LGCB Flight - This flight is responsible for purchasing and administering contracts and purchase orders for supplies, equipment and services.  

1.2.4 
LGCP Flight - This flight is responsible for the Squadron’s plans and programs, the Wing’s Government Purchase Card (GPC) Program and the Quality Assurance Program. It receives and processes all purchase requests (AF Forms 9) using the Automated Business Services System (ABSS), provides administrative support, generates management reports and listings, and analyzes reports.  

2.  STANDARDS OF CONDUCT

2.1

Role of Contracting:

Simply stated, the contracting process involves the procuring and administering of a contract for a commodity, service, or construction project through completion and acceptance.  

2.2
Who Can Obligate the Government?

2.2.1 
Government Contracting Officers are special agents of the United States Government possessing authority to obligate Government (taxpayers’) funds.  Contracting Officers, regardless of rank and geographical location, are the only people with the authority to represent the Government in contractual matters.  
2.3 Unauthorized Commitments & Ratifications:

[image: image27.wmf]
2.3.1
Whenever an individual other than a warranted CO (or authorized GPC holder) obligates Government funds (regardless of intent), an unauthorized commitment occurs and a ratification can be processed.  Rank or position does not give an individual authority to enter into an agreement on behalf of the Government.  Only warranted Contracting Officers have the authority to obligate Government funds.  Unauthorized commitments are a violation of federal law and may lead to disciplinary action.  Don’t put yourself in an embarrassing situation.  Be alert and notify the contracting squadron at the earliest opportunity for assistance.  

2.3.2  When dealing with a vendor to obtain information (e.g., conducting market research, site surveys, etc.) ensure they understand that there is no contractual commitment to be construed by your inquiry and that they may not, in fact, be given an opportunity to quote/offer or get the award.

2.4
Fraud, Waste, and Abuse:

Suspected fraud involving contracting or the contractor should be reported to the 62d Contracting Squadron Commander at 982-5248, or to the local OSI detachment.

2.5
Code of Conduct & Ethics:  

The joint ethics regulation and FAR Part 3 provide detailed guidance on what is expected of all Air Force personnel.  Acceptance of gifts or favors may well result in criminal prosecution.  A small minority of contractors and unscrupulous people are willing to advertise the fact that a favor in the “right hands” will produce business.  If a gratuity is delivered to you or your office, home, or vehicle, return it if you can, if not, turn it in to your supervisor along with your suspicions.  Be careful!  Whenever in doubt, call the local JAG.  

2.6  
Proper Business Relationships with Contractors:
2.6.1
Although we are in an era of teaming and partnership, it is important to keep a professional relationship with contractors.  Every effort should be made to avoid even “the appearance” of favoritism, etc.  When conducting market research, discussions with potential contractors are acceptable.  Discussions should not include the government estimate or current program funding levels.   All discussions concerning cost or schedule should include a Contract Specialist.  This will uphold the integrity of the procurement and ensure successful completion of the procurement.

2.6.2
During the acquisition phase, no discussions will be held with the contractor.  The acquisition phase will normally begin once a Request For Proposal (RFP) has been advertised in FedBizOpps.  All discussions at any phase should be conducted through the contracting office.  To hold unauthorized discussions will harm the integrity of the procurement process and could lead to adverse actions including civil fines and loss of employment.  When reviewing contractor proposals, it is vitally important to safeguard proposal information from anyone other than government personnel involved in the subject acquisition.  After contract award, discussions of a technical nature only are permitted with the successful contractor and these discussions cannot change or alter the terms and conditions of the contract.
2.7
Product Demonstrations:
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All interactions with companies that involve product demonstrations, testing, or temporary use of property not owned by the government must first be coordinated through 62 CONS.  We will prepare a Vendor Demonstration Agreement to prevent the government from being liable for the company’s property.  A copy of the agreement is available as an attachment to this guide.  Remember the Contracting Officer (CO) must approve the agreement before it is complete.

3.  POLICIES/REQUIREMENTS

3.1
Planning Your Requirement:
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Contract planning is the single most important element in accurate, efficient and timely contracting support.  Even if there is doubt as to whether or not your requirement will need to go through contracting, call us and let us help you determine your best course of action.  In any case, contact us early in your planning process.

3.2
How to Obtain Local Purchase Support:

The first thing you should do is determine which base activity is the office of primary responsibility (OPR) for your particular need (Communications, Civil Engineering, Services, etc.).  You should request support from that office, rather than from contracting.  If the OPR cannot satisfy your requirement, they will request local purchase support from our office.  The OPR knows the correct supply source and may be able to supply your requirement in-house or through other established sources.  This procedure applies to services as well as supplies.

3.3 Contracting Methods:

Contracting methods fall into four categories:  micro-purchases, simplified acquisitions, formal contracts, and orders under existing contracts.

3.3.1
Micro-purchases - A micro-purchase is any buy that is under $2,500.  The US Government has determined that such a buy is best handled at the customer level, and hence the Government Purchase Card program (see section 3.4) was created.  

3.3.2
Simplified Acquisitions (small purchase) - An acquisition greater than $2500 and less than or equal to $100,000 or up to $5M for commercial items, which generally requires the solicitation of three or more quotations.  The $100,000 limit is set by federal law in the Federal Acquisition Streamlining Act (FASA).  Quotations are received, evaluated, and an award is made to the responsible offeror whose quotation is the best value to the Government, considering price, delivery, and other factors.  The actual purchase is awarded to a vendor using a “Purchase Order”.  These purchases are set-aside for small business by law.  The set-aside may be dissolved by a contracting officer for purchases under $10,000 and by the Director of Business Operations if the purchase is over $10,000.  

3.3.3
Formal Acquisition –This applies to all open market non-commercial items over $100K and all commercial items over $5M.  In some cases it may apply to commercial items exceeding $100K but not exceeding $5M.  Longer lead times and administrative costs are associated with formal acquisition.  Open market acquisitions exceeding $25K normally must be synopsized to allow all interested sources an opportunity to submit a proposal.  They also require a written solicitation to be issued.  These requirements are posted through the FedBizOpps http://www.fedbizopps.gov/
3.3.4
Orders Under Existing Contracts - Many commonly used items are covered by Indefinite Delivery/Indefinite Quantity (IDIQ) contracts. The General Services Administration (GSA) awards many of these contracts, known as “Federal Supply Schedules”. GSA contracts are now considered a preferred source before using open market sources.  The prices offered under GSA contracts have already been determined to be fair and reasonable, thus this contract action is less time consuming.  To find out more about GSA Contracts, visit http://www.fss.gsa.gov or www.gsaadvantage.gov  Orders against existing contracts are called “Delivery/Task Orders,” and are subject to the terms and conditions of the basic contract.  McChord also has a number of IDIQ contracts to fill requirements for labor intensive, low technical efforts.

3.4
Government Purchase Card (GPC):
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3.4.1  The GPC program provides customers with a simplified method of obtaining needed supplies and non-personal services.  

3.4.2  All units on McChord AFB are required to use the GPC for all open market purchases below the micro-purchase threshold (currently $2,500).  Purchases can be made up to $25,000 when utilizing pre-priced Government Contracts (e.g., Blanket Purchase Agreements), General Services Administration (GSA) contracts, or Federal Supply Schedules (FSS) with prior approval of 62 CONS.  The threshold for construction is $2,000 due to the applicability of labor laws at that amount and above.  

3.4.3   
Convenience checks provide an alternative, only when the use of the GPC is not feasible, to issue low volume, low dollar payment for supplies and services.  AF Form 4009 is the funding document used to establish a convenience check account.  Convenience checks shall not be issued for more than $2,500 per check and shall be issued for the exact payment amount.  

3.5
Government Estimates: 

The responsibility for establishing the government estimate resides with the technical experts from the requesting activity.  Estimates are based on sound business practices and are essential to the procurement process.  An independent cost estimate must be included along with each requirement.  Estimates, as a minimum, should include a complete break out of each element consisting of labor and material costs.  The independent government estimate should never be prepared by contacting a vendor or using their price quote.  Government cost estimates must be treated as FOR OFFICIAL USE ONLY.  Such estimates will not be revealed to the public under any circumstances.  

3.6  Transferring Appropriated Procurement Funds:

3.6.1 Activities transferring appropriated procurement funds over $25,000 to outside agencies must coordinate with the Contracting and Comptroller Squadrons.  Our office is best positioned to provide contracting support and ensure compliance with public law and other directives established for the expenditure of appropriated funds.

3.7
Required Delivery Date (RDD):

[image: image31.wmf]Required delivery date is the  date the customer must have the requirement fulfilled.  Your RDD should reflect a date to include the time required to process a purchase request, prepare solicitation documents, advertise the acquisition, receive and analyze bids or offers, obtain necessary approvals, issue a contractual document and allow adequate delivery time.  

3.8
Urgent/Emergency Requirements:
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3.8.1.  During Duty Hours - The contracting office will always give urgent and emergency requirements top priority.  The initiating agency must hand-carry (or route through ABSS) the request through all required coordinating activities to contracting with complete written justification for the urgency.  The final decision to shorten the process is the responsibility of the contracting officer.  The point of contact on the AF Form 9 must be technically knowledgeable of the requirement.  The Commander of the requesting organization must sign the justification.  Call the PR Control section at 982-9029 to notify them of an urgent requirement in ABSS requiring immediate attention.  Urgent requirements should use the word “Urgent” as the first word in the purpose field of the ABSS document and should include the justification letter as a supplemental file.

3.8.2
During Non-Duty Hours, activities (except [image: image33.wmf]Non-Appropriated Fund activities) with a valid emergency requirement beyond in-house capability may contact Contracting through the Command Post, 982-2635.  The Command Post will then contact the base contracting officer.

3.9 AF Form 9 Issues:

3.9.1  The original AF Form 9 or a printed copy of the ABSS Form 9 is kept with each purchase.    Separate line items should be prepared for each item being requested.  In ABSS, every individual line item must be entered with quantity, unit cost and extended cost.  Only on rare occasions are attachment pages for line item lists allowed.

3.9.2.  Multiple awards may now be made from one AF Form 9 document.  Ensure you provide multiple source information when multiple items are on one AF Form 9.  

3.9.3
Blanket Purchase Agreements may be established by sending a request letter to the applicable buying flight.  An AF Form 9 is not required to establish the BPA.

4.
Requests for Purchase

4.1
  Purchase Requests:

A purchase request constitutes administrative authority for affecting a local purchase.  It is required for any obligation of funds, whether a new contract or a change to an existing contract.  The contracting office cannot begin a purchase without a proper purchase request.  Usually the purchase request is on an AF Form 9.  All base customers submitting an AF Form 9 must use the Automated Business Service System (ABSS) for the preparation of purchase requests.  ABSS is mandatory for all customers on McChord AFB with access to ABSS.  The Accounting Liaison Office will keep contracting informed of any customers that cannot process requirements through ABSS.

4.2
Initiation and Submission of Purchase Requests (PRs):

PRs may only be originated and submitted by customers on items for which they are the OPR (e.g., one customer may not request services/supplies for which another activity is responsible).

4.3 Authority for Local Purchases:

The Contracting Squadron does not share in the responsibility for erroneous/ inadequate purchase authority.  It is wise then for initiators of purchase requests to protect themselves as well as their commander, by being certain that they know their responsibilities when obtaining supplies or services through contractual means.

4.4
Customer Decisions:

There are several questions the customer must ask prior to submitting a requirement for local purchase.

(1) Is the requirement available through government channels (i.e., Base Supply, Civil Engineering, etc.)?

(2) Is the GPC the appropriate vehicle for the purchase?  If so, ensure the vendor takes the GPC and that they can provide a firm price or in limited cases, a not to exceed amount.

(3) Are funds available for the requirement?  Check with your resource advisor first.

(4) How much is it going to cost?  Technical personnel from the requesting agency are responsible for the government estimate if one is required.  Detailed government estimates are required for all service requirements over $100K.

(5) How much market research is required?  Remember the market research should be on a level that matches the complexity of the requirement.  If necessary, contact Contracting for additional information on performing market research.  

(6) Who should perform the work?  Providing a suggested source is highly encouraged.  However, recognize that competition will likely be required for the majority of purchases.

(7) Who will represent the requesting organization?  Provide the name of a knowledgeable POC on the AF Form 9.  This will ensure that contracting will have a POC who can answer specific questions about the procurement.  This will also allow us to provide a good POC to the vendor.

4.5 Purchase Descriptions: 

4.5.1

Specifications - A specification is an in- depth explanation of the item or service.  An item can be literally constructed based on the information in an adequate specification.  All non- commercial requirements estimated to exceed $100,000 require specifications.  Sometimes they are called “Statements of Work (SOW)” or “Performance Work Statements (PWS).”  

4.5.2
Purchase Descriptions -  A description is a less involved explanation, it is written in simple language.  A description can be used in less complex projects not expected to exceed $100,000.  The description should set forth the essential physical and functional characteristics of the materials or services requested.  A good purchase description helps us buy exactly what you want and it usually helps us get a better price.  A good rule of thumb when preparing a purchase description is to describe the requirement as though you are not going to receive any part of it that you omit, and to describe in enough detail that anyone will know what you want.  

Kind of Material

Electrical data, if any

Dimensions, in terms of minimum or maximums

Principles of operation

Restrictive or significant environmental conditions

Essential Operating conditions

Specials Features, if any

Intended use

Operation to be performed

Equipment with which the item is to be used

Other requirements, as appropriate

[image: image34.wmf]4.5.3 You should not use a vendor quote as your description when establishing a requirement.  You should provide the salient characteristics that you require.  For example, if you want to buy a printer you would not give the description as a Hewlett Packard LaserJet 4100N but as a laser printer, network capable, 10/100 speed, 17 pages per minute, etc. 

4.5.4  Commercial Description - It is the policy of the government to use a commercial description in lieu of government specifications in order to extend maximum competition and align with current market practices.

4.5.5
Brand Name or Equal Descriptions - Brand name or equal descriptions may be used only as a last resort for supplies/equipment when it is otherwise not feasible to describe the requirement.  One feature of this procedure must always be included:  you must describe the salient (essential) characteristics of the item, i.e., what criteria must any “equal” item meet.  Brand Name requisitions must be fully justified to explain exactly why only the particular brand name item will fill the need.  Keep in mind that today’s economy is extremely competitive.  There are very few items that are exclusive in the market place.  So unless you have a specific item, (for example, you need an Amana power supply because it is the only item that will work in your Amana microwave) avoid specifying a brand name in your purchase request.  The Flight Chief of your organization must sign the request  (Sample attached).  The Contracting Officer will make a determination about the validity of Brand Name rationale.  Scan and attach the letter to the AF Form 9 as a Supplemental File in ABSS. 

4.5.6
Sole Source - Sole Source means that there is only one single source where your request can be obtained.  Improperly identifying an item as Sole Source will not expedite the purchase, it will actually slow it down.  The Competition in Contracting Act (CICA) requires strict justification for not providing full and open competition to the maximum extent.  In such instances, the customer is required to submit, along with the requisition, a sole-source justification on any project expected to exceed $2,500.  The Competition in Contracting Act is the law and not the exception.  FAR Part 6.302 states the circumstances permitting other than full and open competition.  Knowing of only one company doesn’t justify the item as a sole source.  A detailed letter (Sample attached) explaining the circumstances surrounding why competition needs to be limited is required.  The Flight Chief of your organization must sign the request.  The Contracting Officer will make a determination about the validity of the Sole Source rationale.  Scan and attach the Sole Source Justification letter to the AF Form 9 as a Supplemental File in ABSS.

4.6
Delivery Time:
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4.6.1
If you are concerned with stretching the budget dollar, be certain to take a good look at the “not later than” delivery date and/or priority designators on purchase requests that pass over your desk for review, approval or funding.  Extremely short delivery requirements generally become excessively expensive procurements.  

4.6.2
Also, remember that short-fused delivery requests can displace other more important contract actions.  Therefore, careful planning should be given to your requirements, and a realistic delivery date should be provided to the Contracting Office.

4.7 Routing/Coordination of AF Form 9: 

The initiator of an AF Form 9 is responsible for ensuring proper coordination is obtained prior to submission to contracting. They must also provide adequate purchase descriptions along with any other required documentation.  [image: image36.wmf]Certain special procurements require additional coordination as follows:

4.7.1
Requests for National Stock Numbered (NSN) items must be coordinated through the Logistics Readiness Squadron Customer Service Section.  If the items are coded for local purchase, they will be bought using the GPC or an AF Form 9.

4.7.2  
Printing, binding, or other related reprographic services and high-speed printers/copiers must be approved by Defense Printing Service. 

4.7.4
Lease  of Equipment in excess of a 60-day period requires the requesting activity to submit an economic analysis for lease versus buy with an explanation of why it is more advantageous to the Government to lease the equipment in lieu of purchasing the item.  This analysis must comply with requirements identified in FAR 7.4 and must be coordinated with the Financial Analysis Office before the AF Form 9 is processed.  

4.7.6
The publication of paid advertisements cannot be placed in newspapers without prior written approval from Contracting as required by FAR 5.502.  

[image: image37.wmf]4.7.7
Computers and software are special requirements that must be routed through the Communications Squadron, using an AF Form 3215, after the Resource Advisor signs off and before Contracting.  Any equipment purchased must be received and inspected by the 62 CS. This includes GPC buys. The only exception is if the equipment is being purchased for a customer who is physically located off base.  

4.7.8  Systems and modular furnishing acquisition requires the preparation of an AF Form 332 coordinated through CE Customer Service, Extensive procurement of multiple workstations will typically be programmed as a facility project through 62 CES/CECP and prioritized for available funding.  Small scale acquisition of workstations can be worked through local furniture vendors with proposed selection being coordinated through 62 CES/CECEA for review to ensure design compatibility with existing furnishings.  Supplemental electrical and communications connections feeding panel-support systems furniture will require additional coordination through 62 Communications Squadron and 62 CES/CECE (Electrical) to ensure proper integration of systems.    
4.7.8.1  Prior to any submission for furniture it is imperative the customer contact the applicable purchasing flight.  Furniture requires special handling, and there is a long lead-time.  Therefore, it is important that all systems and free-standing furniture requirements be submitted to contracting in a timely manner.  

4.7.8.2  Coordinate with the Contracting Squadron prior to inviting any vendor to perform a furniture design.  If 62 CES/CECEA approves the use of a vendor to perform a furniture design, ensure the vendor understands that they may not get the resulting award or be given the opportunity to submit a proposal and that the design is being performed as market research only.  If the design is intended for a competitive acquisition, expect to pay for it and not allow that vendor to submit a proposal on the furniture.

4.7.8.3 UNICOR is the trade name for Federal Prison Industries Inc. (FPI), a wholly owned government corporation established in 1934 as part of the Federal Prison System.  A new Policy Letter was issued relaxing many prior requirements through the Federal Prison Industries (FPI).  UNICOR still enjoys a somewhat preferential priority and should be considered a source for all furniture.  Visit the UNICOR website at http://www.unicor.gov for more information.
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4.7.9
Hazardous Materials (HAZMAT)  Requirements.  IAW Air Force Instruction 32-7086 a “Hazardous Materials Management” all hazardous materials used on base must be authorized and tracked through the Hazardous Materials Management Process (HMMP).  Training on how to comply with this requirement is held on the second Tuesday of every month from 9-11 am in Building 518.  Please contact the Hazardous Materials Management Coordinator (62 CES/CEV) at 982-6217 for more information.  If there is any question as to whether or not a requirement contains HAZMAT, contact the HAZMAT Pharmacy for clarification.  

4.7.10  A properly coordinated and approved AF Form 332 must accompany any work disturbing real property (ie, self-help projects, carpeting, construction) and/or installation/repair of equipment requiring hard wiring.  The AF Form 332 must be coordinated with Fire, Safety, Bioenvironmental and the Environmental Flight (CEV) to evaluate if any potentially hazardous materials will be disturbed.  If CEV determines that a test or samples are required, then the user will generate an AF Form 813.  Once CEV gives the go ahead to proceed, the AF Form 332 and AF Form 813 must be scanned and attached to the Automated AF Form 9 and submitted to contracting as a “complete package”.   This work will be performed by Acquisition Flight A regardless of the requesting office. As such, ensure the correct flow is used in ABSS.

4.7.11   Vehicle Rental/Purchase must be coordinated through Fleet Management; this includes All Terrain Vehicles (ATV) and Tractors.

4.7.12

Purchase of materials with recycled/recovered content is mandatory in accordance with Executive Order 13101.  Guidance for complying with this standard can be obtained by contacting The Environmental Management Flight (62 CES/CEV) at ext 3913 and by going to The Environmental Protection Agency (EPA) website http://www.epa.gov/oppt/epp.  

4.7.13

Under the Javits-Wagner-O’Day (JWOD) Act, two central nonprofit agencies, National Industries for the Blind (NIB) and the National Institute for the Severely Handicapped (NISH), work with affiliate locations throughout the United States to supply quality products and services to the federal government.  Paper products, cleaning supplies and office supplies are but a few examples of the many mandatory items provided by NIB/NISH, including when purchased with the GPC.  See http://www.jwod.gov  www.nib.org or www.nish.org for further details.  

4.7.14
    Before the contracting officer can consider purchasing an item from the open market, it must first be determined that the item is not available from a mandatory source.  If the item is available from a mandatory source, the item must be purchased from that source or a waiver must be obtained.  The customer is responsible for providing all the information necessary to support the request for a waiver.  But, the Contracting Officer has the final decision as to whether or not a waiver will be pursued.  

4.8
Future Fiscal Year Requirements: 
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4.8.1 Recurring requirements such as Preventive Maintenance Agreements (PMAs) or Inspection (PMIs), or recurring services should be processed a few months prior to expiration on 30 Sep.  You should have your next fiscal year requirements submitted by June. In addition to the normal information required on the AF Form 9, you must insure that the next year accounting classification is included and the statement identified in Atch 2 is approved by Budget.

4.8.2  Customers should discuss the structure of the AF Form 9 (number of line items, options, priced/non-priced) prior to submitting the requirement to contracting.

4.9 Planning Requirements: 

The contracting squadron works closely with the Finance community to ensure that all available funds are obligated prior to the end of the fiscal year.  In order to do this, it is essential for customers to identify possible planning requirements as soon as possible.  Submit the requirements through ABSS using the planning flow and use the Planning Statement  in the purpose field in ABSS.  This will allow contracting to work on the purchase prior to actual funds being received.  When funds are received, the AF Form 9 is certified in ABSS and Contracting can finalize the award.  Customers should only submit items that are likely to be funded within the Wing end of year spend plan.  Solicitations cannot be issued until funding is available.  

5.
Inspection/Acceptance: 

Inspection/acceptance involves the examination (including testing) of supplies or services to determine whether they conform to contract requirements.  This inspection and subsequent acceptance is documented by the customer in the Wide Area Workflow (WAWF) system.  WAWF is designed to automate commercial invoices and Government receiving reports in a web based, paperless environment.  Customers may complete a DD250 in the WAWF system or wait for the vendor to accomplish the Invoice and Receiving Report.  Regardless of whether a separate DD250 or the receiving report is completed, acceptance must be completed in the WAWF system and is then transmitted to Defense Finance Accounting Service (DFAS).  WAWF utilizes email to notify all parties involved in the payment process of the current status of each document, thus eliminating US mail lag-time and provides for faster payment.  Since documents are now entered and stored directly in a database, they cannot be lost or misplaced, and changes to rejected documents are submitted on-line.  Construction contracts are currently exempt, and WAWF does not apply to GPC purchases or contracts paid by MORD.  
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INSTRUCTIONS FOR COMPLETING AF FORM 9, PURCHASE REQUEST

Originator:  Enter the originator’s name.

Form No. Prefix: The SRAN assigned to your organization, if not known your first point of contact should be the resource advisor.  If the proper SRAN for your office is still unknown, call Finance Liaison Office 2-1196/2-2271 for assistance.  A quick reference of the six position SRAN is shown below:

Position




Character

Meaning

1



F



Air Force
2



8


 
Purchase Type





Q



Reserved for CE Construction





U



Reserved for CS Computer Buys

3-6






Alpha-Numeric
Identifies organization or office.

7 – 14





For the date and serial number of the AF Form 9.

The following is a break out of these positions:

7-10                  


Calendar Year and Julian date of the PR.









Julian Date, 
EXAMPLE:
1 Jan 98 = 8001 or 1 Oct 99 = 9274

11-12                


Requisition Serial #
Number assigned to identify each individual AF Form 9

13-14






Item #

ABSS will automatically number your AF Form 9; all you need to know is your SRAN.

DATE:  Date of request.

STATUS:  ABSS automatically populates status.

APPROPRIATION FY: ABSS automatically populates with current fiscal year, but it can be changed.

NTE (Not to Exceed):  Place an X in the box if AF Form 9 is not to exceed funding.

PURPOSE:  State use or requirement for purchase (i.e., Training, repair parts, etc.)
INSTALLATION:  ABSS automatically populates this with McChord AFB WA.

[image: image41.png]



TO:  ABSS automatically fills in 62CONS/LGC.

CLASS:  Enter the first four digits of the item's Federal Stock Number, if known.

THROUGH:  ABSS automatically fill in based on the flow selected.  Manual AF Form 9 should include any office with coordination requirements.

FROM:  Enter the organization and office symbol of the requesting activity.  Also enter the name, grade, and phone of the individual responsible for the request, should we require additional information.

CONTRACT NO.:  Leave this area blank unless you are modifying an existing award or providing funds for a replacement contract.

NOT LATER THAN:  Enter the required delivery date (RDD) of your requirement, as well as, the appropriate two-position priority designator in the left portion of this block.  

Remember ABSS pre-fills this block with 30 days after AF Form 9 creation,

you may need to adjust the date.

PURCHASED FOR:  Enter the organization office symbol.

FOR DELIVERY TO:  Enter the SRAN for the delivery location if it is different from AF Form 9 number.

HEADER:  Information that prints on the AF Form 9 before the line items, (AF Form 9 Statements, Atch 2)

FOOTER:  Information that prints on the AF Form 9 after the line items, (i.e., Suggested Sources)
LINE ITEM

LINE NO:  The number you assign to a line item. (Remember ABSS will only allow 99 line items)

EACH ITEM BEING PURCHASED OR SERVICE BEING CONTRACTED

MUST BE INPUT AS A SEPARATE LINE ITEM
DESCRIPTION:  Describe the item completely using the noun first i.e., Chair, Ergonomic.

UNIT:  Enter an authorized two-character unit of issue designator as appropriate.  

QUANTITY:  Enter desired quantity.  Use whole numbers.

UNIT PRICE:  The individual price of each unit.  An amount must be included - if the requirement is for $0 input .0001.  If .0000 is utilized it will not properly transfer to SPS.

TOTAL COST:  The quantity times the unit price (total cost of the line items is calculated by ABSS).

NOTE:  Repeat items 19-25 for each line item.
[image: image42.png]


SUPPLEMENTAL FILES:  The Supplemental File can be used to attach documents such as Cost Estimate, Statements of Work, Sole Source Justification, Market Research documentation etc. Supplemental files can be created in any Windows compatible application.  When scanning, please save the documents as word documents in MS Word.

SUBJECT:  Enter the subject of attachment (i.e. SOW, AF Form 3215, Justification.)

CREATED BY, PHONE NUMBER, AND DATE FIELDS:  ABSS will automatically populate user data.

FILE DATA FIELD: Click the right mouse button, select insert object form the pop-up menu, click create from file if attachment is already on your computer, click browse, find your file, click ok and your file should be in data field window.

TRANSACTION NOTES: You may add a permanent note to any of your forms.  Once a transaction note is submitted or saved, notes cannot be removed or changed.  Notes do not appear on printed forms.  
ACCOUNTING CLASSIFICATION:  Your Resource Advisor will normally fill in this block.

Remember – you cannot have more than one 

accounting classification assigned to a line item
AF FORM 9 STATEMENTS

The items listed below are a quick reference guide for statements used on AF Form 9’s.
ALL FORM 9S

FOR OFFICIAL USE ONLY (No longer applicable after award)

FOR NEXT FISCAL YEAR REQUIREMENTS
THIS IS AN ADVANCE PURCHASE REQUEST.  DOCUMENT WILL BE AMENDED TO APPLY TO THE NEXT FISCAL YEAR FUNDS.  
FOR CONSTRUCTION PROJECTS WITH FUNDS HELD IN RESERVE

FUNDS HAVE BEEN RESERVED AT HQ AMC TO FUND THIS PROJECT AND WILL BE AVAILABLE WHEN AN ACCEPTABLE OFFER HAS BEEN IDENTIFIED.  DO NOT AWARD A CONTRACT UNTIL FUNDING APPROVAL FROM HQ AMC HAS BEEN RECEIVED.  
FOR ALL UNLESS APPROVAL OBTAINED IAW AFI 32-7086

I HAVE REVIEWED THE REQUIREMENT, INCLUDING AVAILABLE TECHNICAL DOCUMENTATION, AND BELIEVE THAT IT DOES NOT REQUIRE THE CONTRACTOR TO USE CLASS I OZONE DEPLETING SUBSTANCES (ODS) IDENTIFIED IN AIR FORCE POLICY, NOR IS IT WRITTEN SO THAT IT CAN ONLY BE MET BY THE USE OF CLASS I ODS.  .


BRAND NAME/SOLE SOURCE JUSTIFICATION SAMPLE 
1.  Contractor's Name

     Street Number/Box Number

     City, State, Zip Code

2.  Estimated Dollar Value of Proposed Requirement:

3.  Justification:

     a.  A brief non-technical description of the supplies/services to be acquired.

     b.  A clear concise statement of the facts justifying the sole source contract.  For example --

          (1)  If the justification is urgency, then the time constraint and the reason why only one contractor can meet the requirement shall be explained.

          (2)  If the justification is the unique capabilities possessed by only one contractor, then state the reasons why no other contractor has or can obtain these capabilities and why they are essential for contract performance.

     c.  A statement that the proposed sole source is the only known source that can satisfy the Government's requirement.  However, statements such as "No other sources are considered qualified" shall not be considered a basis for sole source justification.

     d.  A statement of actions to be taken by the requiring activity to preclude the necessity for future sole source acquisition of the same supplies/services such as conducting a market survey to determine potential future sources.

4.  A separate sole source justification is not required for those acquisitions processed IAW DOD Replenishment Parts Breakdown Program (DFARS Supplement 6) provided that an AFLC Form 761, Screening Analysis and Procurement Action Worksheet, has been prepared.

5.  Brand Name Requirements
     a.  A requirement for a brand name product does not necessarily mean sole source.  A requirement for brand name procurement exists when only one manufacturer's item fills a customer's needs.  The customer must provide, in writing, a specific brand name justification.  The justification must state why a particular brand name is the only one that can meet the minimum essential needs of the government.  If the requirement is for a large-dollar system and incorporates a brand name item, the written justification must be provided for the specific brand name item within the total system.  

     b.  The previous sample satisfies the written justification for a brand name/sole source procurement from $2,500 to $100,000.

     c.  If a requested brand name item is a "sole source" not subject to competition, a justification for "Other than Full and Open Competition" prepared in accordance with FAR 6.302-1(c) must accompany the requisition.  A requirement for sole source procurement exists when the supplies or services required by the agency are available from only one responsible source and no other type of supplies or services will satisfy the requirement.

                                                                                Squadron Commander’s Signature


Automated Business Services System (ABSS) Information

	Dos
	DO NOT

	Whenever possible use word documents to send attachments (such as statement of work, etc.)
	Attach documents that are not OLE compliant.

	Use "TIF" files when attaching scanned documents (files with signatures require scanning)
	Attach documents created in Formflow or Pure Edge

	Use the Header for the "Services, Non-personal" statement when purchasing services
	Submit line items with a unit price of zero (0.0000) or blank (use .0001 instead for free items)

	Use the Footer for suggested source information
	Use a separate line item for anything but items to be purchased or services (i.e., don’t use a separate line item for sources or notes to buyers)

	Load each line item individually
	Attach a document with additional line items (in other words, all line items must be added in ABSS not a word or excel file.

	Perform all coordination prior to sending requirement to Contracting
	Create a Form 9 for requesting a blanket purchase agreement (BPA)

	Make quantities whole numbers (i.e., use 5.00 not 5.25
	Use required delivery date that is in the past

	Use the word “Urgent” as the first word in purpose field for urgent requirements
	Change anything on fallout or planning PRs after initial submission to contracting (i.e., change fund cite)

	Use PLANNING as first word in purpose field for end of year fallout requirements
	Create a Fm9 with more than 99 line items (if necessary, continue on a separate Fm9)

	Use the next FY information (i.e., FY04) as the first item in the purpose field for planning requirements for the next fiscal year
	

	Check status frequently
	


VENDOR DEMONSTRATION AGREEMENT 
___________________ hereinafter referred to as the “vendor” is authorized to conduct a demonstration and/or product display for personnel and/or other authorized personnel, of materials as herein described and subject to the terms of this agreement.  (This term “other authorized personnel” includes only persons under this sponsorship of military or other officials assigned to McChord AFB, WA.)

DEMONSTRATION AND/OR PRODUCT DISPLAY (Describe):

LOCATION OF DEMONSTRATION OR PRODUCT DISPLAY:

DATE(S) AND DURATION OF DEMONSTRATION OR DISPLAY:

The parties to this document agree as follows:

Vendor demonstrations and product displays are conducted for the sole purpose of demonstrating the capability of a particular item(s) or service and not for fulfilling mission requirements for an interim time frame.  The examination and demonstration of item(s) or services will in no way, expressed or implied, obligate the Air Force to purchase, rent or otherwise acquire the item(s) demonstrated.  Normally, vendors will have sole responsibility for furnishing all supplies, equipment, etc, necessary to accomplish the demonstration.  On occasion, it may be desirable for the Government to furnish certain supplies and/or equipment to support vendor demonstrations.  These supplies and/or equipment shall not be furnished unless approved by the proper Air Force authority.  The vendor agrees to repair, replace, or fully reimburse the Government for any damage or loss incurred while the supplies and/or equipment is in his/her possession or use.  Manufacture, transportation, maintenance and demonstration of items are accomplished without cost to the Air Force.  Demonstrations are conducted by an authorized representative of the vendor furnishing the item(s) for demonstration.  Air Force personnel shall not demonstrate nor endorse the vendor’s product.  The Air Force must exercise due care in handling items on demonstration.  The Air Force assumes no cost or obligation, expressed or implied, for damage to, destruction of, or loss of such equipment, or for damages or injuries resulting from the submission to the Air Force of defective item(s) for demonstration.  The Contracting Officer is the duly authorized representative of the Government for purposes of this agreement.

The vendor understands that any data provided by the vendor becomes property of the United States Air Force and the vendor does not possess a proprietary interest in any data provided.

The vendor shall not file any claims against the Air Force or otherwise seek compensation for any information or services provided.

The United States Air Force and the Department of Defense (DOD) are not bound, nor are these agencies obligated, to follow any recommendations of the vendor.  The United States Government is not bound, nor is it obligated, in any way to give special consideration to the vendor on future contracts.

In the event the Air Force agrees to provide any Government-owned supplies for use by the contractor, the following statement becomes a part of this agreement:


“GOVERNMENT-FURNISHED PROPERTY”

The Government shall deliver to the vendor, for use only in connection with the agreement, the property described below (hereinafter referred to the “Government-Furnished Property”).

Title to Government-Furnished Property shall remain with the Government.  The vendor shall maintain adequate control of the Government-Furnished Property in accordance with sound practice.

Unless otherwise provided in this agreement, the vendor, upon delivery of any Government-Furnished Property, assumes the risk of, and shall be responsible for, any loss thereof of damage thereto, and any property consumed in the performance of this agreement, is reimbursable to the Government.

Description (nomenclature including serial number if applicable):  NOT APPLICABLE

Current market value:  NOT APPLICABLE

VENDOR:  _______________________________________________________

                (Type or Print Business Name of Vendor)

BY:  ____________________________________________________

         (Signature)

______________________________________________________________

(Type or Print Name and Title)

THE UNITED STATES OF AMERICA

BY:  __________________________________

DATE:  ___________

         Contracting Officer

In keeping with the Competition in Contracting Act, please be advised that the demonstration of your product for evaluation by the U.S. Air Force in no way obligates the government to purchase your product.


62 CONS Customer Satisfaction Feedback

Please provide contact information to ensure timely follow-up in response to your comments.
What staff section did you contact?  LGCA, LGCB, LBCP, Other __________

What type of service did you require? GPC, Acquisition Planning, Market Research, PR status, Pre-Award, Post Award, General. 


Customer Service:
	Employee/Staff Attitude 

[image: image1.wmf]Excellent   [image: image2.wmf]Good   [image: image3.wmf]OK   [image: image4.wmf]Poor   [image: image5.wmf]Awful   [image: image6.wmf]N/A   

Timeliness of Service 

[image: image7.wmf]Excellent   [image: image8.wmf]Good   [image: image9.wmf]OK   [image: image10.wmf]Poor   [image: image11.wmf]Awful   [image: image12.wmf]N/A   

Hours of Service 

[image: image13.wmf]Excellent   [image: image14.wmf]Good   [image: image15.wmf]OK   [image: image16.wmf]Poor   [image: image17.wmf]Awful   [image: image18.wmf]N/A   

Did the product or service meet your needs? 

[image: image19.wmf]Yes   [image: image20.wmf]No   [image: image21.wmf]N/A   




Customer Affiliation?  Government Employee, Contract/Vendor

Satisfaction:
	Were you satisfied with your experience at this office service? 

	[image: image22.wmf]Yes   [image: image23.wmf]No   [image: image24.wmf]N/A   
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q_43,q_27908,q_

Comments & Recommendations for Improvement:  

If you would like a response, please check the Response Requested checkbox and enter your name and your phone number and/or your email below. Unless a response is requested, name, phone and email are optional. 
Response Requested  

Name: (optional)

Phone: (optional)
 Email: (optional)
 Reference Number: (optional)
 Privacy Advisory: Unless you provide your name, phone, email address or otherwise identify yourself in the text comments on the comment card, all submitted information and comments will remain anonymous. No attempt to identify you or your organization will be made unless the comment card submission or set of submissions reflects a credible or potential threat, or reflects a misuse or abuse of the system, or is related to a law enforcement investigation. If you have a complaint and do not provide a phone number or email address, there will be no way of following up with you directly regarding the complaint. However, all comments and complaints will be examined whether or not you supply contact information. Your comment card submission, including the text comments, may be reviewed by multiple people associated to the service provided. This may, in some cases, include higher levels in the service provider's chain of command. By providing comment information in the text comment box, you are acknowledging that the information provided may be reviewed throughout the organization to which the comment was submitted, and, possibly at higher organization levels within 62 CONS.  
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ORGANIZATION









Superintendant


62 CONS/LGCE


982-3893


Chief of Acquisitions Flight A


62 CONS/LGCA


982-3878


Chief of Acquisitions Flight B


62 CONS/LGCB


982-3869


Flight Commander of


Plans and Programs


62 CONS/LGCP


982-4923


Director of Business Operations


62 CONS/LGC


982-3890


62d Contracting Squadron Commander


62 CONS/CC


982-5248


62d Mission Support Group


62 MSG/CC


62d Airlift Wing Commander


62 AW/CC
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