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PART 1 - GENERAL

1.   ORGANIZATIONAL FUNCTIONS


a.  Plans and Programs

Establishes acquisition policy and procedures and provides general management oversight for the contracting squadron.  Manages the Small Business Programs, monitors the Wing Commander’s Quality Assurance Program, manages the Government Purchase Card (GPC) Program, and maintains official liaison with the local and regional Small Business Administration Office.  The flight is the central point for labor affairs and conducts a variety of management analysis studies and contract reviews.  It also monitors the timely resolution of all protests, disputes, and congressional inquiries.

This flight is further responsible for the Standard Procurement System (SPS), all interfaces with automated customers and all systems management related tasks.  These functions are managed by the Management & Analysis Team within the Plans and Programs Flight.  The Team receives and processes all purchase requests, provides administrative support, generates management reports and listings, analyzes reports, updates all software programs, performs all server maintenance, provides desktop computer support and acts as liaison with the Communications Squadron.  


b.  Acquisition Flight A
Provides contractual support for all base level services requirements to include, but not limited to Food Services, Laundry Cleaning, Dry Cleaning, Travel Services, and Contract Repair Service (CRS).  Also provides contract administrative support for each base level service contract.  They were formed as the support function for all 12th Civil Engineering contractual requirements.  These actions include, but are not limited to, the acquisition and administration of Construction, Architect/Engineer (A/E), and Base Level Services Contracts, which include Base Custodial, Refuse Collection, Grounds Maintenance and Military Family Housing Maintenance requirements.  In addition, the flight is responsible for purchasing supplies, equipment, leases/rentals, and miscellaneous requirements.  The flight uses Requests for Proposal, Indefinite Quantity Contracts, and Simplified Acquisition of Base Engineering Requirements (SABER) to support these requirements.  All contractual actions by this flight impact the operations of the 12th Flying Training Wing, Center, Non-Appropriate Funds Activities, Canyon Lake Recreational Area, and Seguin and Hondo Airfields.


c.  Acquisition Flight B

Provides specialized and highly technical computer and telecommunications acquisition support for Randolph AFB, Randolph tenant organizations, and centralized Air Education and Training Command wide requirements.  Acquisitions are for all Information Technology (IT) resources and include computer and telecommunications hardware, software, maintenance, leasing, license agreements, and professional services.  Also provides all contract support for the Air Force Personnel Center, 19th Air Force, HQ AETC, and all Base Tenant Organizations. Contractual actions for this flight include World-Wide Locator, T-43 Flight Operations, Airfield Management, Packing and Crating, Paramedic Ambulances, and Active Duty Master Personnel Records (ARMS).

PART 2 - GENERAL CUSTOMER INFORMATION
2.1 COMMON CONTRACTING ACRONYMS

ABSS

Automated Business Services System


A/E

Architect/Engineering


ADPE

Automatic Data Processing Equipment


AFAC

Air Force Acquisition Circular


AFFARS
Air Force FAR Supplement


BDO

Blanket Delivery Order


BOA

Basic Ordering Agreement


BPA

Blanket Purchase Agreement


CA/CRL
Custodian Authorization/Custody Receipt Listing


CBD

Commerce Business Daily


CICA

Competition in Contracting Act (of 1984)


CO

Contracting Officer


CRS

Contract Repair Services


DAC

Defense Acquisition Circular


DCAA

Defense Contract Audit Agency


DBA

Davis Bacon Act


DFARS
Department of Defense FAR Supplement


DO

Delivery Order


DPA

Delegation of Procurement Authority

 
DRMO
Defense Reutilization and Marketing Office


EC/EDI
Electronic Commerce/Electronic Data Interchange


FACNET
Federal Acquisition Computer Network


FAR

Federal Acquisition Regulation


FARA

Federal Acquisition Reform Act 


FASA

Federal Acquisition Streamlining Act


FFP

Firm Fixed Price


FPI

Federal Prison Industries (also UNICOR)


GAO

General Accounting Office


GPC

Government Purchase Card


GSA

General Services Administration


ID/IQ

Indefinite Delivery/Indefinite Quantity


IFB

Invitation for Bids


IT

Information Technology


MPO

Micro-Purchase Order


MRA

Maximum Repair Allowance


OPR

Office of Primary Responsibility


PO

Purchase Order


PR

Purchase Request


PSC

Procurement Stock Class


PWS

Performance Work Statement

 
QA

Quality Assurance


QAP

Quality Assurance Personnel


QAPC

Quality Assurance Program Coordinator


RFP

Request for Proposal


RFQ

Request for Quotation


SABER
Simplified Acquisition of Base Engineering Requirements


SAP

Simplified Acquisition Procedures


SAT

Simplified Acquisition Threshold


SBA

Small Business Administration


SCA

Service Contract Act


SON

Statement of Need


SOW

Statement of Work


SPS

Standard Procurement System


SRAN

Stock Record Account Number


UPO

Unpriced Purchase Order


UNICOR
Federal Prison Industries (FPI)

PART 2 - GENERAL CUSTOMER INFORMATION

2.2 DEFINITIONS


a.  AGENT:  Within the Federal Government, anyone who is empowered to act for the government is an agent of the government.  A warranted contracting officer, as well as an GPC cardholder, is the only agent authorized to obligate the government to pay for supplies or services from a commercial source.


b.  COMMERCIAL ITEM:  Any item (excluding real property) that is of a type customarily used by nongovernmental entities and that has been sold, leased or licensed to the general public.  This includes any item that requires minor modifications of a type not customarily available in the commercial market place to meet Federal Government requirements.  Minor modifications means modifications that do not significantly alter the nongovernmental function or essential physical characteristics of an item or component, or change the purpose of a process. (FAR 2.101)


c.  CONTRACT:  All types of agreements and orders for the acquisition of supplies or services.


d.  CONTRACTING OFFICER (CO):  An individual appointed in writing as an authorized representative of the Government to enter into and administer contracts and make determinations and findings with respect thereto on behalf of the United States of America.


e.  FEDERAL ACQUISITION REGULATION (FAR):  This regulation applies to contracting functions within the Federal Government.  It is based on Congressional Statutes and Public Law.  The FAR is then supplemented by DoD, AF and AETC, which further define FAR regulations.


f.  INSPECTION/ACCEPTANCE:  The examination (including testing) of supplies or services to determine whether they conform to contract requirements.  This inspection and subsequent acceptance has traditionally been documented by the customer on a DD Form 250 for services or construction, through a letter, or by signing a copy of Form SF 1449, (Block 26), for supplies and services.  DoD has developed new tools to document receipt and acceptance.  Randolph AFB utilizes the Wide-Area Workflow-Receipt and Acceptance method to generate, capture, and process receipt and payment-related documentation, via this interactive Web-based application. Acceptance must be completed by one of these methods for the contractor to be paid.


g.  GOVERNMNET PURCHASE CARD (GPC):  The official Government-wide credit card used by authorized/trained government employees to purchase supplies or services not exceeding $2,500 for open market acquisitions.


h.  MARKET RESEARCH:  Collecting and analyzing information obtained from commercial firms and other Government agencies about capabilities within the market to satisfy agency needs (i.e., Distribution, Production, Warranties, Financing, Maintenance, Marketing, Quality Control/Assurance, etc.)  The extent of market research will vary, depending on:  dollar value, complexity, past experience, urgency, and other pertinent factors.


i.  PURCHASE REQUEST:  AF Form 9, AF Form 616, DD Form 448 (MIPR) or other authorized form, which is prepared as the initial request for any contracting action.  It is prepared by the activity authorized to request contracting support for the purchase of materials, supplies or services.


j.  QUALITY ASSURANCE PERSONNEL (QAP):  A technical expert assigned on a particular contract to assist and advise the contracting officer concerning the technical aspects of the contract.  The "QAPs" primary function is to monitor the contractor's performance for compliance with the contract.  QAPs are not authorized to direct the contractor to take any action which could alter the terms, conditions, provisions, or price of a contract.

2.3  WHO CAN OBLIGATE THE GOVERNMENT:  Only an appointed CO or an GPC cardholder is authorized to enter into contracts or agreements that obligate the Government.  A CO is also the only person who can make changes to an existing contract.

2.4  UNAUTHORIZED CONTRACTING ACTIONS (RATIFICATIONS):  An unauthorized commitment is defined as an agreement entered into by an individual who lacks the authority to obligate the Government.  Unauthorized commitments are a violation of federal law and may lead to disciplinary action or the member paying for the commitment out of his/her own funds.  Don't put yourself in an embarrassing position.  All ratifications must go through your commander for recommendation of disciplinary action.  If there is a question in your mind, call Contracting first!


a.  Personnel who have not been designated as authorized representatives of the CO for the purpose of purchasing supplies and services or administering a specific contract cannot:


 (1) Place an order for supplies or services.


(2) Request a vendor to perform a demonstration of his/her goods or services without coordination with contracting personnel.


(3) Make statements regarding proposals, which might be construed as a commitment of the Government.


(4) Permit or direct a contractor to make a change in the technical provisions of a contract without the prior knowledge and written approval of the CO.


(5) Issue a letter of intent to purchase.


(6) Tell a contractor to stop work on an existing contract.


b.  A ratification is the act of approving an unauthorized commitment by an official who has the authority to do so. At Randolph, the Ratifying Official for unauthorized commitments of $25,000 or less is the Commander, 12th Contracting Squadron. For ratifications above $25,000, the approval level is at HQ AETC/LGC.

c. If a situation does arise where a ratification is necessary, contact us and let us know 

the specifics so we can initiate the ratification process.

2.5  FRAUD, WASTE, AND ABUSE:  Each year the Air Force loses millions of dollars as a result of fraud, waste, and abuse.  Over half of the Air Force's annual budget is obligated by contracts.  You can help deter fraudulent acts by reporting them to the proper officials.  Suspected fraud involving contracting should be reported to the Commander, 12th Contracting Squadron, at 7-5165, or the OSI at 7-2639.

2.6  PRODUCT DEMONSTRATIONS:  All interaction with companies that involves product demonstration, testing, or temporary use of property not owned by the Government must first be coordinated through Contracting.  We will prepare a Product Demonstration Agreement to prevent the government from being held liable for the company property.  We generally will not send a contracting officer to a product demonstration, so personnel attending product demonstrations must ensure that they do not make any commitment or statement that may appear to bind the Government.

2.7  CREDIT CARD PURCHASES:  You the customer, can now choose to purchase your own supplies or services not exceeding $2,500 per transaction by using a Government credit card.  The card is known as the "GPC" (Government Purchase Card).  To be authorized the use of the GPC; your organization commander must submit a written request to 12 CONS/CC.  If approved, the person(s) selected by your commander as the card user(s) will be scheduled for Phase I and II GPC training.  Basically, cardholders may use the GPC to purchase supplies and non-recurring services authorized by their organization’s table of allowance.  This is a fundamental principle.  If you were authorized to buy an item before, through contracting, you are authorized to buy it now with the GPC.  Likewise, if you were unable to buy an item through contracting before, you cannot buy it now using the GPC.  All requirements $2,500 and below are mandatory under the GPC.  Additional and specific information on the GPC program can be obtained by contacting the GPC Installation Program Manager, ext 7-5181.

2.8  ELECTRONIC COMMERCE/ELECTRONIC DATA INTERCHANGE (EC/EDI): 

EDI is the computer-to-computer exchange of information between the contracting office and vendors. 

It increases data accuracy and eliminates communication delays.  Implementation began in 1993 as

Vice-President Gore mandated all federal agencies to use EDI by 1997.  The Department of Defense

issued DMRD 941 which requires paperless processing for all DoD agencies.

2.9  MICRO-PURCHASES:  Permits purchases of supplies and services ($2,500 and below) and construction ($2,000 and below) to be made without the burdensome requirements that 

previously applied to this class of simplified acquisitions.  Micro-purchases are exempt from 

competition rules, the small business reserve portion of the Small Business Act, and the Buy 

American Act.

2.10  FASA:  Federal Acquisition Streamlining Act (FASA) of 1994.  On October 13, 1994, President Clinton signed into law the FASA, Pub Law 103-355.  The Act represents the most comprehensive Government-wide procurement reform effort since the Competition in Contract Act of 1984 (CICA).  Generally, FASA seeks to, among other things:

a. Increase the use of commercial practices, goods and services in Government contracting.


b.  Simplify the acquisition process for contracts below $100,000 and contracts for commercial items.


c.  Increase opportunities for small business in Government contracting.


d.  Improve the procurement protest system.


e.  Increase the use of best value procurements.


f.  Improve the process of selecting contractors.

g.  Decrease the burden of those participating in Government contracting by increasing to $500,000 the Truth in Negotiation Act (TINA) threshold for submission of cost or pricing data (and providing for future increases in the threshold to keep up with inflation).

PART 3 - POLICIES/CUSTOMER RESPONSIBILITIES

3.1  PLANNING YOUR REQUIREMENT:  Contract planning is the single most important element in accurate, efficient and timely contracting support.  You need to call Contracting at the first sign of an upcoming requirement estimated to exceed the Simplified Acquisition Threshold for those purchases with critical time constraints.  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 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 (Supply, Civil Engineering, Services, etc.) and request support from that office.  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 well be able to supply your requirement in-house, or through established sources other than local purchase.  This procedure applies to services as well as durable goods (supplies).


Base Supply (Non-medical)

7-7877

  
Medical Supply (Medical)                              

7-3061

  
Base Library (Books, Subscriptions)                   

7-2617

  
Small Computers (Computers, Software)               
7-5288

  
Bioenvironmental (Hazardous)                          

7-3256

  
Audiovisual (Photographic)

7-4306

  
Civil Engineering (Real Property/Installed Equipment) 

7-2317

  
Protocol (Protocol Functions)

    7-2061

3.3  METHODS OF CONTRACTING:  Contracting methods fall in three categories: simplified acquisition; formal contracts; and orders under existing contracts.


a.  Simplified Acquisitions:  A simplified acquisition is a transaction of $100,000 or less which generally requires the solicitation of two or more quotations.  The quotes are evaluated and award is made to the offer that is found to be in the best interest of the Government when price, delivery, and other factors are considered.  The actual purchase is normally accomplished via use of a "Purchase Order".  Simplified acquisitions are normally competed, and require minimal lead time and administrative cost.


b.  Formal Contracts:  Acquisitions that can be acquired on a more formal basis which generally result in a longer lead-time and more administrative costs.  It is the government’s policy to provide for full and open competition after consideration of appropriate set asides for small business, intergovernmental sources (i.e. NISH, FPI, GSA), or other sources.


c.  Orders Under Existing Contracts:  Under special authorization, some DoD agencies may issue umbrella type contracts, which can be used by any DoD organization.  The contract is simply activated by the issuance of a delivery order charged to the basic contract.  These type contracts are generally referred to as Indefinite-Delivery Contracts.  Delivery orders can be issued as soon as a requirement is established and funds are available.

d. Federal Supply Schedules:  The Federal Supply Schedule Program is directed and 

managed by the General Services Administration (GSA).  It provides federal agencies with a 

simplified process for buying commonly used supplies at stated prices for a given period of time.

e. Mandatory Sources of Supply:  Several mandatory sources of supply were established

 by Congress to provide for rehabilitation for prisoners and employment for the physically challenged.  

The Federal Prison Industries, Inc., also known as UNICOR, is a government-owned corporation that

 was established by Congress in 1943 to provide training and employment for prisoners in the Federal 

penal and correctional institutions.  Examples of the items made are brooms, brushes, canvas goods, clothing, furniture and signs.

f. The Javits-Wagner-O’Day Act, passed by Congress, established the Committee 

for Purchases from the Blind and Other Severely Handicapped.  The committee issues a publication

entitled the “Procurement List”, which lists all supplies and services required to be purchased from

the workshops.  It should be noted that when acquiring supplies, the Federal Prison Industries has

preference over National Industries for the Blind and National Industries for the Severely Handicapped.

3.4  URGENT/EMERGENCY REQUIREMENTS:


a.  During Duty Hours:  Requests for Emergency may be submitted if justification is approved by the your squadron commander in writing.  Written justification must state the reason for the urgency and how mission accomplishment will be impaired if the items/services/projects are not received/completed by a specified time and date.  This letter must be part of your ABSS purchase request package.  The use of these procedures will not be approved for requirements of $2,500 or less if your organization has GPC capabilities and the contractor accepts your GPC card.


b.  During Non-Duty Hours:


     (1)  During non-duty hours, activities with a valid emergency requirement beyond in-house capability may contact 12th Contracting through the Wing Command Post.  The Command Post will then activate the Non-Duty Hours Contract Roster and contact a contracting officer for you.


     (2)  The Nonappropriated Funds Financial Management Officer (NAFFMO) should contact Contracting through the Wing Command Post to activate the Non-Duty Hours Contract Roster only when requirements are considered to be bona fide emergencies, and exceed the $5,000 limit for non-resale items, or the $2,500 limit for nonpersonal services.

3.5  DISCLOSURE OF GOVERNMENT ESTIMATES:  Government cost estimates must be treated as confidential information.  Such estimates are not normally revealed to the public when soliciting quotes/proposals.  

3.6  CONTRACTS BETWEEN THE GOVERNMENT AND ITS EMPLOYEES:  In accordance with Federal Acquisition Regulation (FAR) 3.6, contracts between the government and its employees are prohibited, except for the most compelling reasons.  When a contracting officer has reason to believe that an exception exists, the action must first be coordinated with the 

legal office prior to contracting action.  Complete, written justification is required from the requesting activity in these instances.

3.7  DOD SMALL BUSINESS POLICY:  It is the policy of the Government to place a fair proportion of its acquisitions with Small Business (SB), historically underutilized business, small disadvantage businesses, veteran-owned disadvantage businesses and women-owned business concerns in their pursuit of business opportunities.  The Small Business Act of 1953 was passed to stimulate the growth of SB concerns.  The Act specifically states that “the Government should aid, counsel, assist, and protect, insofar as is possible, the interests of SB concerns in order to preserve free competitive enterprise, to ensure that a fair proportion of the total purchases and contracts or subcontracts for property and services for the Government be placed with SB enterprises ...”  The Act’s scope has been expanded by amendments through the years.  As descriptions and specifications are drafted to initiate purchase of items/services, all efforts are made to include items/services available from SB sources.

3.8  UNSOLICITED PROPOSALS:  “Unsolicited Proposals” (USP) means a written proposal that is submitted to a Government agency on the initiative of the submitter for the purpose of obtaining a contract with the Government and which is not in response to a formal or informal request.  For example, if a contractor submits a proposal to paint the base water tower bright yellow for safety reasons, the contractor is acting on his own - the government did not ask him to submit the proposal.  It's a specific task, as opposed to a general offer which the contractor makes to everybody.  Contracting is the coordination point for all unsolicited proposals.  If you receive such a proposal, or believe you have received one but aren't sure, send it to us for evaluation.  DO NOT communicate further with any contractor who has proposed to accomplish a task unless you are absolutely certain he has a Government contract.  Avoid accidentally leading any contractor to believe you can approve any contractual matter, including approving an unsolicited proposal.  Refer questionable contract matters to the Contracting Office (See also para 2.3).

PART 4 - PURCHASE REQUESTS (PR) All FLIGHTS

4.1  REQUIRED PURCHASE REQUESTS:  A purchase request constitutes administrative

authority for effecting local purchase.  It is required for any obligation of funds, whether a new purchase or change to an existing contract.  The Contracting Office cannot begin contracting actions without a properly prepared purchase request.  Requests are submitted to contracting  through the use of an AF Form 9, Request for Purchase. These requests are submitted for services, construction and supply items via ABSS.

4.2  PREPARATION OF PURCHASE REQUESTS:   Due to new and improved ways of doing business, Air Force wide, requests for services, construction, and certain supply items are processed through the use of an AF Form 9 utilizing the Automated Business Services System (ABSS).  The ABSS is an Air Force standard system for funding submittals.  ABSS is a Financial Management system that automates the creation of financial documents (e.g. Purchase Requests, MIPRS, MORDS, etc.) and electronically routes these documents through the approval process beginning with your Resource Advisor.  This system provides electronic interfaces to the Air Force standard accounting systems, as well as the Air Force Standard Contracting Systems.  

4.3  SUBMISSION OF PURCHASE REQUESTS:  All Purchase Requests, including formal modification requests, will be initiated by the customer, approved and forwarded to finance by your Resource Advisor through ABSS.  Finance will then certify and release the AF Form 9 to contracting via ABSS.

4.4  COORDINATION/APPROVAL:  All coordination of AF Form 9s will be accomplished electronically via ABSS.  Contract your Resource Advisors for procedures to be followed.

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


a.  Is your requirement available through government channels (i.e. Base Supply, Civil Engineering, DRMO, etc.)?


b.  Have you determined the availability of funds for your requirement?  Check with your resource advisor first.


c.  How much is it going to cost?  Contact Contracting to find out how to prepare a government estimate or provide market research for budgeting and planning purposes.  


d.  Form 9 coordination?  Requests for computer equipment are submitted to the Communications Squadron, for coordination.  Requests for construction products/services are submitted thru 12 CES.

4.6  ASSIGNMENT OF STOCK RECORD ACCOUNT NUMBERS (SRAN):  Each customer is assigned a six-position SRAN.  At the time of SRAN assignment, the Purchase Request Technician, Management Analysis Element of the 12 CONS, will solicit from the customer an address to be recorded on all contracting documents generated for the customer.  This address is loaded in the system and remains constant unless a change is requested, in writing, by the customer.  When requesting Information Technology, SRAN will be "FU3089", or FU (assigned SRAN).  A different SRAN must be requested for each “Ship To” address.

4.7  REPAIRS/MAINTENANCE AGREEMENTS:  (other than Information Technology)  This type of service includes all repairs of Government property other than what is called 

"real property" which is generally associated with building renovation and repair.  An example 

of a typical repair is a broken calculator, office machine or vehicle.

4.8  INFORMATION TECHNOLOGY (IT):


a.  Definition:  All computer systems, peripherals, and software, repair and/or maintenance, as well as telecommunications and facsimile equipment.


b.  Purchase:   For guidance on IT purchases refer to the 12th Communication Squadron’s Guidance provided at their website.  

4.9  LEASE OF EQUIPMENT:  The requesting activity must submit an economic analysis of lease versus purchase and an explanation of why it is more advantageous to the Government to lease the equipment in lieu of buying it outright if the lease will exceed 60 days.


a.  All 12 FTW Requirements for lease/rental exceeding 60 days require a completed cost analysis/comparison prior to submitting the request to contracting.  Cost Analysis located in the Financial Management and Comptrollers Office, 12 FTW/FM, is available to help your organization perform the required comparison.  Command-directed lease requests can be sent directly to Contracting if a copy of the command cost analysis is attached to the requirements document.  If a command study has not been accomplished, the request must be coordinated with 

12 FTW/FM.  


b.  In accordance with AFM 67-1, Vol II, Part 2, Chapter 22, paragraph 156, the Equipment Management Section, 12 SUPS/LGS, must review all requests for rental/lease of equipment items over 30 days before awards are processed.  (The requesting organization is responsible for the submission of the requirements document to 12 SUPS/LC for this review.)

4.10  PURCHASE DESCRIPTIONS/SPECIFICATIONS/STATEMENTS OF WORK/PERFORMANCE WORK STATEMENTS:  Item descriptions, specifications, and technical requirements should always be clear and concise.  Describe your requirements in sufficient detail to leave no room for doubt.  Ambiguous descriptions delay contracting action and may lead to the purchase of the wrong product or service.  Correcting discrepancies is time consuming and expensive for contracting personnel, the vendor, and you (if you do not receive what you need when you needed it).

           a.   A “specification” is a description of the technical requirements for a material, product, or service that includes the criteria for determining whether these requirements are met.  Specifications shall state only the Government’s actual minimum needs and be stated in terms that enable and encourage bidders and offerors to supply commercial items.

b. A "description" on the other hand is a less involved explanation.  It is written in 

simple language such as you would use in your own private purchases, with one exception - brand names are prohibited without separate written justification.  A purchase description should be written in such a manner as to clearly describe the essential physical and functional characteristics of the item being purchased and should express the minimum requirements of the Government.


c.  A “purchase description” means a description of the essential physical characteristics and functions required to meet the Government’s minimum needs.


d.  “Commercial item description” (CID) is a purchase description normally associated with simplified acquisitions.  It means a product description that describes, by functional, performance, or essential physical requirements, the available, acceptable commercial products that will satisfy the Government’s needs.


e.  “Statement of Work”(SOW).  The SOW is a purchase description normally associated with the acquisition of commercial “Service” contracts, and should be expressed in clear, commercial terms which are easily recognizable in the commercial market.  Prior to developing the SOW, the using activity must conduct market research through commercial or other government sources to ascertain whether or not the services being requested are services usually available in the commercial market.  If services are commercial, the using activity will develop the SOW based on the data obtained in the market research.  Services SOWs must:


(1)  Comply to the maximum extent practicable with the terms and conditions of the commercial marketplace as identified through market research.


(2)  Describe all work in terms of “what” the required service output is rather than “how” the work is to be performed or the number of hours to be provided, except when deemed essential by functional activity for safety and/or security reasons.


(3)  Include measurable performance objectives and financial or other incentives to encourage contractors to develop and institute innovative and cost effective methods of performing the work.  For any method used to develop a SOW, the performance threshold is either developed or approved by the government and shall conform to commercial or industry-wide standards to the maximum extent practicable.


(4)  Include historic and projected work load data (to include surge and other requirements).


(5)  Cite reference instructions, publications etc., by specific paragraph or chapter rather than the entire publication.


(6)  Use the experience and lessons learned from previous contracts to develop the 

SOW.


f.  SOW Format:  Sample provision language is found in the SAF/AQC Contracting Toolkit, Part 37 (http://www.safaq.hq.af.mil/contracting/).  The sample language may be used as appropriate (as is or tailored) except those portions that are mandatory.  Mandatory provisions are found at Attachment 3 of AFI 63-124.  All service contracts will use the following format:  

2.2.1.  Description of Services

2.2.2.  Service Delivery Summary (See paragraph 3.1.)

2.2.3.  Government-Furnished Property and Services

2.2.4.  General Information, and

2.2.5.  One or more Appendices.

Use AFI 63-124 in formulating the verbiage for your requirement.  

g.  It is 12 CONS policy that purchase requests containing inadequate or overly restrictive specifications or descriptions be returned to the initiator.  Careful screening of purchase requests by approving authorities will preclude delays in contracting actions.


h.  Poor descriptions/specifications contribute to misunderstandings between the Government and the contractor and frequently lead to either inferior products or unnecessarily high prices or both.  Contracting Officers are charged with the responsibility of obtaining reasonable prices to satisfy the Government's minimum needs.  Consequently, they are prohibited from accepting inadequate or overly restrictive descriptions/specifications.


i.  Supply specifications should be expressed functionally whenever possible and/or with minimums and maximums rather than specifics when using dimensions and weights.  The more restrictive your specifications, the more likely that they will be disapproved.  If there are verifiable compatibility factors these should be stated clearly.  You should never develop your specifications based on the descriptive literature of a particular manufacturer.

4.11  BRAND NAME/SOLE SOURCE:  Descriptions or specifications should be written to preclude limiting purchase to a specific brand or source which restricts competition and often results in higher prices.  If either of these requirements is necessary, your purchase request must be accompanied by a letter of justification (Sole Source/Brand Name Only Letter) fully explaining the circumstances which require special consideration.  Personal preference is NOT an acceptable justification.  You must always include and describe the salient essential characteristics of the item/service.  Failure to do this will not only prohibit contracting from accepting your purchase request, but may also subject you to having to accept an incorrect item that will not do the job intended.  The Contracting Officer makes the final determination as to acceptability of most brand name requests and most sole source requests.  A Sole Source Justification and Approval Guide is available at 12 CONS website.

PART 5 - CONTRACT ADMINISTRATION

5.1  INTRODUCTION:  The contracting process does not end with the award of a contract, purchase order, or delivery order.  All the effort spent in planning, describing, and funding your requirement could potentially be wasted without effective administration of the resultant contract.  The role of the contract administrator is to complete the acquisition cycle and assure the customer's needs, as specified in the contract, are met, and all terms and conditions of the contract are met.

5.2  LEVELS OF ADMINISTRATION:  As a practical necessity, the Air Force has adopted the philosophy of contract administration efforts being in direct correlation with the level of contract complexity and nature of contracted work.  Hence the terms "follow up by exception" and "full administration" have evolved.  Administration levels generally break down like this:  


Supplies under $100,000 - by exception only


Services under $100,000 - by exception, or full 



administration, depending upon circumstances


Supplies and Services over $100,000 - Full administration


All Construction Contracts - Full administration 

5.3  FOLLOW UP OF SIMPLIFIED PURCHASES:  Air Force regulations dictate that we operate under the philosophy that when an order is written, it is completed.  Follow up will only be done in "exceptional" cases, i.e., when the customer specifically requests it!


a.  If you submitted your requirement on a Request for Purchase form, you should have a copy of the purchase order or delivery order.  In this instance, you deal directly with the contract specialist who made the purchase.  Be prepared to provide the order number and describe what the problem is.  If the delivery date has passed and the merchandise has not been received, be sure to contact us.  Do some research first, check the "Ship to/mark for" block on the order and assure yourself the item has not already been delivered.  (It's embarrassing to call the contractor to find out where an item is, only to find that it was on a Government receiving dock.)  If your problem is that you received the wrong item, part of an item, or a broken/damaged item, call us, but also follow up in writing.  Be prepared to describe what you received versus what the order stated.  The best rule is to not receive a non-conforming item in the first place.  Sometimes, however, the discrepancy is not immediately apparent.  In any event, call us as soon as practical (in fact, even while the delivery truck is still there if you can), and we'll assist you.  Written follow up is essential because it helps keep the facts straight when dealing with the vendor.  You should never deal with the vendor directly in resolving a discrepancy.

5.4  CONTRACTS WITH FULL ADMINISTRATION:  The term "full administration" means that from the day the document is written, it is assigned to a contract specialist to follow its progress until project completion and final payment.  There may be formal surveillance plans, progress payments, labor issues etc., associated with this type of administration. (See para 5.6)

5.5  BASE LEVEL QUALITY ASSURANCE PROGRAM FOR SERVICE CONTRACTS: The Quality Assurance (QA) program is governed by Air Force Instruction AFI 63-124 which requires that most service contracts over $100,000 be assigned to QA personnel.  These individuals are selected by the Functional Director (FD) and appointed by the organization’s commander or FD.  To qualify for appointment, these personnel must have a high degree of technical knowledge of the service, must maintain technical competency in the functional area, have sufficient retainability to survey the contract until completion, and receive training on QA duties in general and on specific requirements of contracts to which they are assigned from the contracting office.  The QA program is the heart of an effective contract surveillance system and, as such, QA personnel should not be assigned any additional duties that could interfere with contract surveillance.

5.6  RECOURSE AGAINST THE UNSATISFACTORY CONTRACTOR:  The contracting officer and/or contract administrator closely monitor all unsatisfactory performance.  In the event of unsatisfactory performance, several courses of action are available.  Listed from the least to most serious, they are:


a.  Re-performance:  Re-performance of unacceptable services is the preferred course of action when appropriate.


b.  Deduction:  Service contracts awarded under and administered under AFM 64-108 allow for monetary deductions for defective or unsatisfactory performance.  Deductions must be made in accordance with the terms and conditions of the contract.  Deductions must be made in accordance with the terms and conditions of the contract.

c.  Cure Notice:  Continued unsatisfactory performance may result in the contracting officer issuing a "cure" notice to the contractor.  The notice itemizes unsatisfactory performance areas and prescribes a period of time within which performance must be corrected.


d.  Show Cause Notice:  Failure to satisfy a "cure" notice or lack of time remaining on contract may result in a "show cause" notice to the contractor.  Here the contractor is put on notice that the contract is being considered for termination for default unless the contractor positively corrects the problem and can prove that steps have been taken to prevent recurrence.


e.  Termination for Default (or Breach) of Contract:  This is the final step in contract enforcement.  Once a termination notice is issued, there is no turning back.  For this reason, you will find the contracting officer is extremely cautious that the Government has a proof-positive case against the contractor before initiating this action.  Faulty termination would not only be embarrassing, but would subject the Government to possible liability for monetary claims filed by the contractor.  In termination actions, the contractor is liable for all reprocurement costs sustained by the Government and usually finds its reputation and chances of future Government contract awards tarnished.


f.  The Importance of Timeliness:  Fast accurate reporting is the key to satisfactory contract performance.  Report early symptoms of deficient performance to QA Personnel/ Government Inspector or Contracting Officer immediately, and follow-up in writing!  

5.7  TERMINATION OF CONTRACTS FOR THE CONVENIENCE OF THE GOVERNMENT:  Most formal contracts and some purchase orders contain a clause under which the Government may terminate at its own convenience.  Usually this action will occur when the Government no longer requires the item and/or services currently under contract.  However, it can also result by higher authority adjudging a termination for default to be improper.  Termination for convenience usually involves payment of a settlement cost to the contractor to compensate for expenses incurred in anticipation of contract performance.

5.8  CONTRACT CHANGES:  Only the Contracting Officer is authorized to effect contract changes.  Basically, changes fall into two broad categories:  (1) changes within the scope of the contract; and (2) changes outside the scope of the contract.  The Contracting Officer generally has final authority for determining which category applies.

a. Changes Within the Scope of Contract:  These affect the work originally specified 

in the contract.  The Contracting Officer is empowered to make such changes only upon receipt of proper documentation.  The change may be in the form of either a "change order" or a "supplemental agreement" depending upon circumstances existing at the time.


b.  Changes Outside the Scope of Contract:  These are only authorized upon the existence of special circumstances, presented by the using activity in the form of a written justification.  Otherwise, directives classify such changes as a "new procurement" and require separate contracting action.  Out of scope changes can only be made via a supplemental agreement if they are allowed at all.


c.  Documentation Required for Contract Changes:  Generally, the same supporting documentation is required for contract changes as for the original contract, except where it is of such insignificance that the change can be readily explained via use of only a purchase request.

PART 6 - CONTRACT REPAIR PROCEDURES 

6.1  GENERAL CONTRACT REPAIR PROCEDURES:


a.  Contracting is responsible for processing purchase requests for equipment repair, establishing Preventive Maintenance Agreements, and ensuring that equipment custodians are aware of the correct procedures.  Repair is defined as modifying, modernizing, rebuilding, overhauling or repairing equipment.  Equipment is defined in general terms as office machines, furniture, and non-aeromedical commercial items.


b.  All "Requests for Purchase", must be properly completed and submitted.  Customers must follow prescribed directives in requesting contract repair services, and avoid actions that could result in unauthorized or illegal acts.  Additionally, individuals involved directly or indirectly in any stage of the contracting cycle must not disclose to contractors information which would provide an unfair competitive advantage.  When in doubt, call the contracting office.

6.2  PROCEDURES FOR ACCOMPLISHING REPAIRS:

a.  Equipment is repaired by qualified contractors through one of several contracting methods.  Most repairs are accomplished on an "as required" basis.  Some of the methods used to contract for repairs are Formal Contracts, Annual Preventive Maintenance Agreements, Blanket Purchase Agreements, GPC and Intra-Governmental Contracts (i.e., GSA, National Institute for the Severely Handicapped, and Federal Prison Industries).


b.  Under Preventive Maintenance and Blanket Purchase Agreements, selected equipment is maintained by a contractor, normally an authorized dealer of the manufacturer, on an annual basis.  Each piece of equipment placed under preventive maintenance agreements will be periodically inspected by the contractor's field representative to ensure continued operation of the equipment.  As required, repairs will be accomplished by the contractor within specific time periods.  This type of agreement is restricted to specific types of equipment.  If you feel that you have some equipment that would qualify for this type of contract, contact the appropriate contracting flight to discuss feasibility of including your equipment under a Preventive Maintenance Agreement.

6.3  PREVENTIVE MAINTENANCE AGREEMENTS (PMAs):


a.  PMAs include (1) maintenance type contracts with periodic service calls or preventive maintenance coverage, and (2) those with no periodic service calls just "on call" repair service.


b.  PMAs are established at the contracting officer's discretion, based on the customer's justification.  Factors which may support the use of a PMA include:

(1)  Equipment manufacturer's recommended frequency for scheduled maintenance.


(2)  Benefits or cost of scheduled or "on call" maintenance versus the services on an "as needed" basis.


(3)  Critical or essential support the equipment provides and the mission impact during equipment failure.


(4)  Age, dependability, and warranty status of the equipment.


(5)  Historical frequency of repairs.

(6)  Availability or numbers of similar types of equipment which can be used during equipment failure or malfunction.

6.4  BLANKET PURCHASE AGREEMENTS (BPAs):  The BPA is a simple method of 

filling anticipated repetitive needs for supplies or services by establishing charge accounts with qualified sources of supply.  The BPA is an administrative convenience.  It is used to reduce administrative costs.  Since only one purchase document is made, orders may be placed orally and payments are deferred to the contractor at the end of each month when one check is issued for payment. 

6.5  REPAIRS PERFORMED UNDER GSA CONTRACTS:


a.  There are certain equipment items that can be repaired utilizing General Services Administration (GSA) Contracts.  These GSA contracts are the result of contractors bidding for the right to service a specified area. However, for those equipment items not covered by a GSA contract, the repairs are made by using "open market"/local sources.


b.  Some of the items that GSA contracts may cover are typewriters, electric motors, office furniture, pool tables, calculators, etc. 

6.6  INSPECTION AND ACCEPTANCE:


a.  12 CONS must rely on you, the user, to perform the inspection and acceptance portion for the services rendered.  If at all possible, this should be accomplished at the contractor's repair facility prior to your acceptance of the equipment.  If your equipment has been repaired "on site", you must ensure that all required repairs have been made prior to signing the contractor's service ticket.


b.  Certification that inspection and acceptance have been performed is accomplished by completing a DD Form 250, "Material Inspection and Receiving Report".  Utilize the Wide-Area Workflow-Receipt and Acceptance method to record acceptance (See 2.2 f.).  Failure to submit the certification in a timely manner will cause delay in processing the contractor's payment and may result in interest penalties against the Government.

PART 7 - ACQUISITION REFORM (AR)

7.1 HISTORY AND GOALS OF ACQUISITION REFORM.  Acquisition Reform began with the passage of FASA which became law in Oct 94.  However, AR implementation began in late 1995 and continues today.  There are two main goals in the AR.  The first is to obtain the best goods and services at the best price for customers and tax payers.  The second is to make the process more flexible, responsible, timely, and efficient by eliminating unnecessary steps and rewarding people for managing risk, not avoiding it.

7.2 COMMERCIAL ITEMS/DESCRIPTIONS:  One of the most significant changes which will have the most impact on you, our customer, is in the preparation of purchase descriptions or PWS, better known as statement of work (SOW) under the reform language. We can no longer use federal/military specifications or numerous references to military manuals regulations, instructions, etc. in describing the Government’s needs, unless absolutely necessary and under very strict guidelines - Procurement reform mandated the use of “commercial” terms in meeting Government needs.  The word “Commercial” has become an integral part of the future of the defense acquisition strategy and a matter of law, regulation, and federal policy.

7.3 MARKET RESEARCH (MR):  In connection with “buying commercial”, one new term you will hear over and over again is “market research”.  Market research means collecting and analyzing information about the capability within the commercial market to satisfy your needs.  Market research is the first step in developing a SOW, and starts with the organization initiating and describing the need.  For MR assistance, contact the buyer or contracting officer handling your requirement.

7.4  TRANSITION:  As in any reform, you, the customer, may experience an initial period of uncertainty and maybe even some confusion.  In this regard, be reassured that our contracting personnel will provide specific guidance and personal assistance as we transition into this exciting era of federal acquisition reform

OUR MISSION:





“To provide best-value contracting to a diverse customer base…enabling the flying mission”
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