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Our mission is to provide combat capability through logistics

Our Vision is to be the Acquisition Center of choice, providing innovative, efficient, and effective business solutions, which result in best value goods and services for our customers
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From:  Director of Contracting

To:      All Navy Customers and Contracting Personnel

Subj:   Contracting Department Customer Service Guide

Our purpose is to deliver combat capability through logistics by providing outstanding procurement support.  We have aligned our Contracting Department to support the mission of providing quality supplies and services on a timely basis.  During the past few years our regional procurement oversight and authority has expanded, as a result, we have enclosed a culmination of what we think will be an invaluable tool for you when preparing your procurement documents and for a better understanding of the "One Touch Supply" vision.

We want to become part of your team. I recommend you get to know your Contract Specialist and include them early in your planning.  We are willing to sit in on your Integrated Process Team (IPT) or planning meetings and provide you acquisition guidance and training to help you make those important decisions. There are certain acquisition laws that apply to different procurements and depending on the amount of your requirement often dictates the time for us to make an award.

This Contracting Customer Service Guide was designed for all of our customers and procurement specialists located in the Pacific Region.  Our customer base includes Navy and Marine Corp customers, who otherwise do not have contracting authority. To support these customers the Naval Supply System Command (NAVSUP), Fleet Industrial Supply Center Pearl Harbor (FISC PH) is located in Building 475 and 167 (Shipyard) Pearl Harbor, Hawaii. 

As you will note when reading through the guide, there are sections that may or may not pertain to your organization.  We recognized this, but because it was developed for all customers we are encouraging you to tab any and all sections that are peculiar to your particular procurement.  It is our hopes that this guide will become a working part of your procurement tool kit.

I am confident that this guide coupled with training from the FISC PH Contracting Department will satisfy your procurement needs and ultimately lead to improved fleet support and a better understanding of "One Touch Supply"...it is our vision of the future.

M. J. CRAFT

Commander, SC, USN
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1 INTRODUCTION

1.1 WELCOME

The Fleet & Industrial Supply Center (FISC) Pearl Harbor’s mission is to provide contractual support, with timely, quality acquisitions while complying with all laws and regulations.  Contracting is one part of the total acquisition process to provide customers with the supplies and services necessary for mission accomplishment.  This guide will provide the information you need to prepare a complete request for contract action, thereby helping us provide the quality service and timely delivery you expect.  While not intended to make you an expert in contracting, this guide will provide enough information to ensure the steps you take to obtain contract support are on the right path.
1.2 FISC ORGANIZATION

CDR Michael Craft, Code 200 Phone # 473-7551 (Any Issues/Guidance)

Mr. Bruce Powers, Code 200A Phone # 473-7585 (Any Issues/Guidance)

Mr. Stephen Durrett, Code 201 Phone # 473-7566 (Fleet Support and PMRF)

Ms. Bernadette Del Rosario Simmons, Code 202 Phone # 474-4100 (Shipyard)

Ms. Sharon Gault, Code 203 Phone # 473-7505 (Shore Commands)

Ms. Paulette Mesiona, Code 201 Phone # 473-7572 (Cost Comparison Studies)

Ms. Nicole Davis, Code 201 Phone # 473-7577 (PMRF)

1.3 WHAT WE DO

FISC provides a full range of acquisition services specializing in contracting for Cost Comparison Studies, Base Support Services (Household Goods, Food Services, Rentals, etc), Technical Support, Equipment Maintenance and Repair Services, and Shipyard Support. FISC Pearl Harbor consists of three divisions: Code 201 – Fleet Support and PMRF, Code 202 – Shipyard, Code 203 – Shore Support. 

1.3.1. FISC RESPONSIBILITIES

Our mission is to help you get the things you need to accomplish your mission. There are many legal and administrative actions we are required to accomplish while supporting your requirements.  Many of the actions may seem counter-intuitive to your particular purchase.  Please bear with us; your best interest is always in the forefront. 

1.3.2. CUSTOMER RESPONSIBILITIES

An informed customer is our best customer.  As an activity generating requirements, it is critical that you understand your role in helping us meet your requirements.  The following is a list of customer responsibilities discussed within this guide:

a) Avoid unauthorized commitments by planning ahead for your requirements.

b) Develop adequate purchase descriptions, specifications, and Statements of Work.

c) Properly prepare requirements documents to include sufficient funding.

d) Provide proper justification when restricting competition or seeking special contractual actions.

e) Promptly sign and forward contract acceptance documents to the appropriate office.

f) Teamwork is an essential part of the acquisition process.   Providing you with the information in this guide is one way we can help you in our partnership endeavors.

2 CONTRACTING GUIDELINES AND PROCEDURES

2.1 INTRODUCTION

The purpose of this section is to remove some of the mystery associated with contracting procedures and explain how several of the more common rules have a significant impact on what you would like to have accomplished. For example, if your requirement is under $2500 then you can make the purchase yourself using the government credit card. If your purchase is over $2500 but under $25,000 then you must let us purchase the item or service for you. If your item is over $25,000 but less than $100,000 there are certain acquisition laws that apply. If your buy is over $100,000 then it becomes even more complicated because there are contract clauses, acquisition rules and regulations that must be followed. 

2.2 METHODS OF CONTRACTING

The four broad categories of contracting support listed in ascending order of complexity and/or dollar value are:  orders against existing contracts (i.e. GSA and FSS Schedules); micro-purchases; simplified purchases; and formal contracts.

2.2.1. Orders Against Existing Contracts:

Many common-use items are covered by existing open-ended contracts, such as those awarded by General Services Administration (GSA). Orders for supply type items (all dollar amounts) and services under $100,000 can be placed against existing contracts very quickly. Order for services over $100,000 must be competed. 

2.2.2. Micro-purchase:

Purchases under $2,500 are called micro-purchases. Micro-purchases are unrestricted and can be accomplished very quickly by use of the Government Purchase Card (GPC). The Government Purchase Card (GPC) is the mandatory method of acquisition for any purchase under $2,500. 

2.2.3.
Simplified Purchase:

Supplies or services estimated to cost less than $100,000 but more than $2500 are defined as simplified purchases. Simplified purchases are further divided into smaller dollar amount. Depending on the dollar amount determines the amount of time it takes to make the award (See paragraph 2.3 for dollar amounts). 

In most cases, for simplified purchases, it may be in your best interest to obtain three or more quotes. Often this helps us make your purchases faster because you have already done all the legwork. But, this is not always the case. There are times when obtaining three or more quotes is not in yours or our best interest. (See paragraph 2.3 for “when should you get 3 or more quotes”). 

2.2.4.
Formal Contract:

Public law requires that most purchases over $100,000 be procured via a written solicitation specifying numerous terms and conditions mutually binding on the contractor and the government.  Such requirements must be formally advertised before release of a lengthy written solicitation.  In all, the time needed to award a contract varies depending on the urgency of requirement, but generally ranges from 60 to 120 days from receipt of a complete package.  Please make sure you requirements are submitted in enough time to allow for processing. See Attachment 6 for submission dates.

2.3 WHEN IS IT NECESSARY TO OBTAIN 3 QUOTeS

2.3.1. Your requirement is between $2500 and $10,000 – You may obtain three or more quotes prior to submitting your requirement to FISC. Quotes are not binding upon the government but this is one way that you can obtain market research. Assuming that the quotes you have obtained are valid (quotes are based on same or similar items) then all we have to do is verify the amount of the quote and make an award. 

2.3.2. Your requirement is between $10,001 and $25,000 – If a written quotation (RFQ) is required (this is a decision of the contract specialist) then a notice must be advertised on the Navy website (NECO) that the Navy intends to solicit quotes for the items or services that you are buying. In this case, do not obtain three quotes because if another vendor sees the requirement on the NECO website (or learns that it is up for bid from any other source) we must provide them adequate time to submit a quote. Once quotes have been received and evaluated an award will be made to the offeror that provides the best value to the government. 

2.3.3.  Your requirement is between $10,001 and $25,000 – If oral quotes are requested (again this is a decision of the contract specialist) then the notice in NECO is not required and you may obtain three or more quotes. A good rule of thumb to use in determining if oral quotes are appropriate  – If you can pick up the phone and describe what you want to the vendor without having to send them a written description then there is a good chance that we can do the same. In this case, you may want to go ahead and obtain three or more quotes.

2.3.4.  Your requirement is between $25,000 and $100,000 – Do not obtain three or more quotes. All requirements over $25,000 must (in accordance with Public Law) be advertised on NECO and on the Federal Business Opportunities website. If you obtain three or more quotes we will not be able to use them and you will have wasted your time.  As you see the lead-times for simplified purchases vary considerably depending on complexity of the requirement and other issues.  

2.3.5.  Your requirement is available on a GSA schedule – Supplies (regardless of dollar amount) and services (under $100,000) on a GSA schedule do not have to be competed. Therefore do not obtain three quotes because it is unnecessary. If you want to know if something is available on GSA you can go to www.gsaadvantage.gov. Once you log into the website click on Advanced Search. On the next screen, type in your zip code (96860) and click on browse.  In the search for box enter your item description. 

2.3.6.  Your requirement is under $5 million – All requirements from commercial sources (meaning that it is available in the commercial marketplace) are set aside for small business. If your requirement is under $5 million do not obtain quotes from large businesses. If your item is only available from a large business, then you must provide justification letting us know why we can only go to that one source (See paragraph 3.5 for sole source documentation).

2.3.7.   Internet Quotes – Please do not provide us a quote from the Internet unless it is from a small business and you have contacted the company to obtain additional information. For example – make sure the vendor accepts a government purchase order and ask if the price includes shipping. Some companies charge extra for shipping to Hawaii. Also the shipping times provided on some of the quotes are for the continental United States. 

2.4 HOW LONG DOES IT TAKE FOR US TO MAKE YOUR BUY

2.4.1.  Every buy is unique so it’s very difficult to provide an accurate timeframe as to 

when your buy will be completed. But there are some established PALT (Procurement Action Lead Times) guidelines that we are required to meet. 

Dollar Amount







PALT

Less than $2500
In most cases the customer should use their purchase card for theses type purchases

Between $2500.01 and $25,000


20 Days or less

Between $25,000.01 and $100,000


30 Days or less

Between $100,000.01 and $5 Million

75 Days or less

Over $5 Million





150 Days or less

Please keep in mind that these PALT times are only guidelines and in most cases your buy will be completed in a shorter period of time. But also keep in mind that there may be times when the PALT will be exceeded because additional information or funding is needed.  

2.5 DELIVERY TIMES

Take into consideration the following information when you establish and enter the Required Delivery Date (RDD) on your funding document.

It’s worth noting that although Oahu has a strong vendor base, it is limited in its supply and stocks of many items.  Items not available on Oahu must be purchased on the mainland.  Mainland purchases have the advantage of availability and lower prices but also carry the disadvantage of long delivery times.  Delivery time is exacerbated by the government’s requirement that items be shipped via the least expensive method possible; this often necessitates use of government shipping ports. (If a vendor says they can deliver in 30 days, it means they can deliver to the government port by that time; the government port may take another four to six weeks to ship your item).  If you need expedited shipment your must include necessary funds for this cost.

2.6 DoD SMALL BUSINESS POLICY

The Small Business Act and supporting regulations require the Navy and the other departments to give preferential treatment to small and disadvantaged business concerns.  You, the customer, are an important part in our contracting to support the nation's small and disadvantaged business programs.  To comply with this regulation, don’t restrict your requirements to items that are only available from large businesses. 

2.7 UNAUTHORIZED COMMITMENTS (UC)

2.5.1.
Unauthorized commitments are actions by persons other than duly appointed contracting officers, which cause a contractor to expend resources not under the scope of an existing contract.  If someone within your organization makes an unauthorized commitment the following steps must be followed:

2.5.2.
Submit a letter from your Commanding Officer to the FISC Commanding Officer with the following information:

a. An endorsement statement by your Commanding Officer that details the measures taken to prevent a recurrence of unauthorized commitments, (e.g., revised requisitioning/approval procedures, revised employee training, etc).  This endorsement cannot be delegated.
b. A statement signed by the individual who made the unauthorized commitment describing the circumstance in which the UC was committed. 

c. A statement explaining why normal procurement procedures were not followed, what bona fide Government requirement necessitated the commitment and what benefit the Government received.

d. A copy of the contractor’s original invoice certified by your activity to be proper for payment. 

e. A funding document providing adequate funding to pay for the UC.

f. The name and telephone number of the individual who will be the point of contact concerning this issue.

2.5.3 If the action is ratified, a purchase order will be accomplished that will allow payment to the contractor. Documentation submitted above must substantiate in sufficient detail the circumstances of the unauthorized action.  

2.5.4 In cases where the ratification request is not substantiated, or where there is evidence of a pattern of unauthorized commitments, ratification may be denied, and the person or persons involved may be held financially responsible. 

2.5.5 For future reference, after hours bona fide emergency purchase requests can be submitted as walk-through requests to the Fleet and Industrial Supply Center, Pearl Harbor duty officer.  The duty office (473-7633) has the capability to process requests 24 hours a day, seven days a week. 

2.8 ONE TOUCH SUPPLY (OTS)

2.6.1 
OTS (electronic distribution) replaces the paper distribution process for contract documents. OTS provides simple, efficient, electronic access to executed procurement instruments: contracts, delivery orders, and modifications. This site provides quick access to awarded documents and eliminates the need for issuing activities to continually create and distribute paper copies of award documents.  

2.6.2. At the OTS web site (https://www.onetouch.navy.mil) users are able to register online.  The OTS application is user name and password protected.  Unregistered users must register and receive a user name and password before entry is allowed into the application.

2.6.3. Once you log into OTS you will see a prompt that asks you to register as a new user or log on if you already have an account. If you are a new user click on the prompt and follow the instructions.  

2.6.4. Once you have registered as a user you will be able to search for status of your requisition. Simply click on “requisition status” and enter your document number. You should be able to determine if an award was made, the contractor’s name and the total dollar amount of the order.

3 REQUESTs FOR CONTRACTual procurement (RCP)

3.1 INTRODUCTION

FISC PH accepts two types of documents for procurement action. One is the NAVCOMPT Form 2276 and the other one is the DD1149. This section will guide you through the preparation and coordination process of the NAVCOMPT Form 2276. Keep in mind that the RCP is used to describe your requirements and we will only buy what you identify in writing.  Help us out by providing an adequate description.  

3.2 AUTHORITY TO APPROVE RCPs

Previously, when an RCP was submitted to FISC it went to our Comptroller Department for review, which was located in our building. This was a process not seen by the customer because it was internal to FISC. Due to recent realignment of responsibilities our comptroller has been moved to San Diego. With this change it is now the customers responsibility to ensure the RCP is submitted and received by San Diego. FISC Pearl Harbor can no longer receive RCP’s directly from a customer. 

3.2.2. While Contracting Officers do have the responsibility for ensuring the appropriate usage of funds, RCPs pass 31 USC 1517 accountability to the accepting activity, which is a fiduciary responsibility.  Therefore, our comptroller reviews are vital to commencing the procurement action.  

3.3 ROUTING OF DOCUMENTS THROUGH SAN DIEGO

3.3.1 The following guidance is provided in regards to routing your documents through San Diego.

a) Submit the document using the attached cover sheet. The cover sheet must be filled out on line (there are dropdown boxes that must be checked). You must submit a separate cover sheet for each document. 

b) The information on the cover sheet cannot be typed or printed. An OCR reader reads the cover sheet and if you handwrite or use a typewriter to fill out the form it will be rejected by San Diego.

c) Make sure the cover sheet is completely filled out as follows:

(1) Document/Directive Number: Self explanatory

(2) Amendment Number: If this is an amendment to a previous document then enter the Amendment number (i.e., One, Two, etc)

(3) Document/Directive Type: This is a dropdown box. Click on the box and a list of choices is made available. Select the type of document you are using

(4) Amount: Enter total dollar amount of the RCP

(5) Route to Appropriate FISC: This is a dropdown box. Even though you are routing the document to San Diego the FISC you select is the FISC that you want to do the work for you. In this case select Pearl Harbor.

(6) Urgency: Dropdown box. Select urgent or routine

(7) NMCI related: Dropdown box. Self explanatory

(8) UIC: Your Unit Identification Code (UIC)

(9) Activity Name: Your Activity

(10) Activity Address: Your activities address

(11) Financial POC Name: This is your Comptroller’s name

(12) POC E-mail Address: You must provide an email address so that     San Diego can provide you with an acceptance document

(13) POC Fax Number: The financial POC and the POC can be the same person

(14) POC Phone Number: Self explanatory

(15) Send Acceptance/Rejection to: Dropdown box. This will ask you if you want the acceptance/rejection sent to the POC email or POC fax number

3.3.2 Once San Diego has accepted the document you will receive an email stating it has been routed to the appropriate FISC (Normally within 24 hours). Remember it is your responsibility to ensure the document is received by San Diego. If we have all the information needed, your requirement will be generally contracted for within the timelines identified in Section 2.2, Methods of Contracting.  

3.3.3  Once you receive acceptance (via email or fax) from San Diego your requirement will be forwarded to our office. We suggest you allow a minimum of 3 working days after notification from San Diego before following up on your PR.  The 3 days is necessary to allow time for the RCP to flow through San Diego and be entered into our computer system. To check status on your PR you can go to https://www.onetouch.navy.mil/. Use the attached cover sheet to forward your document(s) to San Diego.
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3.4 URGENT REQUESTS

3.4.1  The Federal Acquisition Regulation 5.202 (a)(2) defines an urgent requirement as one in which the Government would be seriously injured if the agency complied with the time periods specified for each individual procurement. FISC PH will process all urgent requests on a case-by-case basis, assuming there is adequate documentation justifying the urgency.  

3.4.2. Examples of urgent requirements:

Supplies or services needed at once because of fire, flood, hurricane or other disaster. 

Supplies or services required at once for repairing roofs or windows to prevent water damage or destruction of computers, office areas, personnel records, etc.  

Essential equipment or repair needed at once to comply with orders for a ship to deploy or for an aircraft which is grounded and as a result the Navy cannot perform its mission. 

See Enclosure (4) for urgency justification.

3.4.3. Keep in mind that urgent requirements are apt to cost more than usual because of accelerated delivery of the needed supplies or services.  Be sure to include additional funds for the accelerated delivery on your requirement (use 20 percent as a general rule of thumb).

3.4.4. All documentation must be submitted with the package and must state what impact there would be on the organization’s mission and what adverse effect would result if the time requirements were not met.  

3.5 SOLE SOURCE OR BRAND NAME REQUESTS

3.5.1. Sole Source does not mean that you want a particular model or brand. Sole source occurs when the required supplies or services can be bought from only one source, thereby eliminating all competition.  Brand Name purchase occurs when the requirement identifies a specific commercial vendor’s product, which can be obtained from numerous dealers/distributors. Keep in mind that when using a “brand name” to identify an acceptable product, you MUST identify those specific salient characteristics, which the Contracting Officer will be expected to use to assess the acceptability of proposed “equal” substitutions (See Enclosure 2 for sample of sole source letter).

3.5.2. Since they both violate the requirement to procure items using full and open competition procedures, requests for Sole Source and Brand Name purchases must be accompanied by written justification stating why only this particular brand is required. At a minimum, each justification must include the following information:

3.5.2.1. A brief non-technical description of the supplies/services to be acquired including statements as to the general application and particular significance and specialized character of the requirement.

3.5.2.2. A clear and concise statement regarding the circumstances surrounding the unique nature of the firm or unique characteristics of the brand name product.  For example: If urgency is cited as a circumstance requiring sole source acquisition from a specific firm (or of a specific product), specifically explain the time constraint (e.g., severe immediate mission impact) and why only the one firm (or product) can meet the requirement within the required time.

3.5.2.3. If applicable, cite specific data/knowledge required that is only available to one firm and the significance of this data to the acquisition.  The mere statement that proprietary data exists is not in and of itself adequate.

3.5.2.4. State any other reasons for the exclusion of other potential sources or products.

3.5.2.5. An impact statement as to the repercussions to the mission should a source other than the sole source or brand name be contracted.

3.5.2.6. A concluding statement that the proposed sole source or brand name product are necessary to satisfy the Government’s requirement.  Simple statements such as “No other sources are considered qualified” or “The XYZ Company is considered best qualified” is an inadequate basis for sole source justification.

3.5.3.
Examples of valid sole sources: 

a) Specifications/drawings contain proprietary or restricted use legends;

b) This is an aircraft/ship repair part/service that is available only from the original equipment manufacturer.  Award to any other source would pose safety issues.

c) It is necessary that the item/part be acquired from the one source that is compatible and interchangeable with existing equipment.

3.5.4.
Examples of sole sources that are not valid:

a) Statements that a contractor has the best capability or offers the lowest price or is the only qualified source. 

b) The fact that this contractor did the work before.

c) Administrative delay, lack of adequate advance planning or lack of an approved funding document.

d) Timeframe does not necessarily justify a sole source.  If time is a factor the following data must be explained:  

1) Provide the date by which the supplies/services must be delivered; 

2) Indicate how that date was determined and it's significance; and 

3) Indicate the impact of delay beyond that date in terms of program schedules, milestones, etc.  
REMINDER.  We will compete all requirements unless you can justify why only ONE SPECIFIC MANUFACTURER/SERVICE PROVIDER can fulfill the Government's minimum requirements. 

3.6 PREPARATION OF AN ITEM DESCRIPTION OR STATEMENT OF WORK (SOW)

3.6.1.
The Item Description/SOW contains specific technical requirements that the contractor must meet in the performance of the contract.  As such, the person best qualified to write the Item Description/SOW is one who has technical knowledge and experience in the subject matter.  For example, an air conditioning mechanic or engineer would have the technical expertise to write a SOW for the repair of a chiller for a building’s air conditioning system.

3.6.2.
Item Descriptions/SOWs become part of the contract and are binding upon the government and the contractor.  Therefore, they should be written as simply as possible, while stating the requirements clearly and unambiguously.  Use the word “shall” rather than “will” when specifying what the contractor must do.  Avoid words such as “any”, “either” and “and/or.”  Be consistent in terminology, especially when referring to technical terms.

3.6.3. Item Descriptions are normally sufficient when purchasing only supplies (services are not involved.)  In order for us to meet your needs, you must provide an adequate description of the desired supply or equipment items.  Requirements for supply items must include sufficient detailed information/specification to enable the buyer to identify the items required and to determine the appropriate contracting action.  Give us the information we need to buy what you need!  The purchase description should include the following (as applicable):

a) Size or Shape

b) Color

c) Strength

d) Power (voltage, cycle, etc.)

e) Part number, etc.

f) Name of suggested source(s) and telephone number(s) (if known)

3.6.4.
Remember, when a particular manufacturer’s make or model, or a specific company’s product is required, a sole source or brand name justification must be included with the purchase request.  See Section 3.5, Sole Source or Brand Name Requests for specific guidance.  

3.6.5. As a general guideline, the following areas, if applicable, should be included in the SOW:

a) General Information - Includes a description of the scope of work, personnel requirements (uniforms, special licensing, etc.), quality control, quality assurance, physical security, hours of operation, conservation of utilities, record keeping, etc.

b) Definitions - Includes technical or unique terms.

c) Government-Furnished Property and Services - A listing of government-furnished property and/or services should be included if furnished for the contractor’s use in the performance of the contract.

d) Contractor-Furnished Items and Services - Includes a description of contractor-furnished items and services that are specific items required in contract performance.

e) Specific Tasks - A detailed description of what the contractor is required to perform should be included in Specific Tasks.  Do not take anything for granted.  Try to identify performance requirements.  That is, try to identify the end product/condition without detailing the step-by-step process needed to get to the end product or condition.

3.7 CHANGES TO RCP DOCUMENT - GENERAL

3.7.1. Whether you use the NAVCOMPT Form 2276 or the DD 1149 any changes including increases or de‑obligation of funds must be accomplished by submitting an amended 2276 or 1149 to San Diego. If the document you submitted does not contain adequate funding then we are required to obtain the additional funds prior to placing an order with the vendor.

3.8 PURCHASE CARD AS A METHOD OF PAYMENT

3.8.1.
There are two ways to use your government purchase card. One is when you contact the vendor and place the order yourself. The other one is when you use the card as a method of payment on a pre-existing order or contract. In the first case, you call the vendor, get a quote, place the order, receive the order, and pay the bill.  In the second case, the contracting office obtains the quote and writes the order or contract and adds a paragraph to the order that states payment will be made by credit card. 

3.8.2.
When the purchase card is used as the method of payment, the Cardholder's name and telephone number must be listed on the requisition. Please do not include any additional information such as the credit card #on the purchase request. The contractor only needs the name and phone # of the cardholder so that they can call that person for authorization.  Once the order has been written and the items delivered the vendor will call the name of the credit card holder listed on the order and ask for your card number. 

3.9 LEASE VERSUS PURCHASE

3.9.1.  If you are requesting rental or lease of an item then additional information must be provided. If the item can be purchased, you must show the calculations justifying your decision to rent or lease the item.  Show the calculations for the rent/lease option and then show the total ownership cost of buying the items.  Include the maintenance and other ownership costs in the "purchase scenario" for the entire useful life of the item.  Note that there could be a salvage value to the Government even after the end of the item's useful life.  Based on the calculations, justify your decision to rent/lease rather than purchase (See Enclosure 1 for sample justification).
3.10 IT REQUIREMENTS

3.10.1.The Navy‑Marine Corps Intranet (NMCI) contract was awarded on October 6, 2000 and commands have started to transition from their current network to NMCI.  The NMCI contract contains a wide range of Contract Line Items (CLINs), which may potentially be ordered.  Only some of these are fully defined and priced at this time:  CLINs 0001‑0003, 0016‑0018, 0020‑0022 and 0024‑0027, covering basic and enhanced fixed and portable seats, enhanced connectivity, and moves, adds and changes.  

3.10.2. If you are buying IT equipment over $25,000 that is covered by CLINS 

0001‑0003, 0016‑0018, 0020‑0022 and 0024‑0027 you must submit (with your requirement) a waiver signed by a Flag Officer or SES Civilian (See Enclosure 5 for sample of waiver).  If you are buying IT equipment over $25,000 that is covered by CLINS 

0001‑0003, 0016‑0018, 0020‑0022 and 0024‑0027 and it falls into one of the following categories a waiver is not required.

a) 
For Top Secret or compartmentalized information

b)
Involves cryptologic related activities as they relate to national security systems

c)
Computer resources, both hardware or software, that are part of, dedicated to, and essential in real time to the mission performance of weapons systems or a shipboard system related to the IT-21 effort. (Note: embarkable/deployable workstations, portable computers, laptop computers, etc. are not included in this exemption.)

3.11 FAST PAY

3.11.1. Fast Pay Procedures are designed to allow payment under limited conditions to a 

contractor prior to official receipt and acceptance of supplies by the Government representative at destination. Conditions for using fast pay are described in Federal Acquisition Regulation (FAR) Part 13.402. If the conditions listed in paragraph (a) through (f) are present, fast pay procedures can be made. 

3.11.2. Conditions for using fast pay include the items do not exceed $25,000 and 

delivery of supplies are to occur at locations where there is both a geographical separation and a lack of adequate communications (i.e., deployed ship).

3.12
 COMPLETING THE 2276
3.12.1.The next page will walk you through preparation of a NAVCOMPT Form 2276.  Other samples are contained within the individual sections covered later in this guide.  If you are unsure of any particular area, please contact our office at the phone numbers listed at the beginning of this guide in Section 1.2, FISC Organization.

	Key to Preparing a NAVCOMPT Form 2276

“Request for Contractual Procurement”

Block   Description

(1)        Leave blank

(2)        Self explanatory 

(3)        Reference Number – If this item was purchased previously and you know the previous 

            order number insert it here, otherwise leave blank

(4)        Self explanatory

(5)        Leave blank 

(6)        Leave blank 

(7)        The required supply/delivery date or the inclusive date for which services or supplies are 

             needed.  Entries such as “ASAP” and  “IMMEDIATELY” are not acceptable.  

             In your required supply/delivery date make sure you allow enough time for shipping to 

             Hawaii. In most cases air transportation is very costly and ground shipping or shipping to 

             A government port is more economical.

(8)        Self explanatory 

(9)        Self explanatory

(10)      Insert the name, phone number and email address of the person to contact  (i.e., technical 

            POC or the individual that is requesting the item or service)

(11)       Insert the address of the appropriate FISC

(12)       Insert the address where the invoices are to be mailed

(13)       Accounting Data must be filled in– cannot be left blank 

(14)       Self explanatory

(15)       Include adequate descriptive data to enable the buyer to identify the service or item 

              required. Include size, shape, color, power (voltage, cycle, etc.), performance 

             dates and part numbers, etc.  Suggested vendor may also be included

(16)       Self explanatory

(17)       Leave blank 

(18)       Self explanatory

(19)        Leave blank


4 CONTRACT ADMINISTRATION

4.1 INTRODUCTION

The contracting process does not end with the award of a purchase order, contract, or delivery order.  All the effort spent in planning, describing, and funding your requirement could potentially go for naught without effective administration.  The purpose of this section is to describe your role in the administration process.  The role of administration is to complete the cycle and verify that YOUR needs are satisfied.  If they are not being met, we need to be notified ASAP so we can take appropriate corrective action.

4.2 RESPONSIBILITY FOR FOLLOW UP ON YOUR REQUIREMENTS

4.2.1. Follow up (which includes status, late delivery, payment, etc) for deliver orders and purchase orders are your responsibility. Once the order has been written you and the vendor will receive a copy of the order. The delivery date for your items is normally shown on the 2nd or 3rd page. If the item is not received by the delivery date you should contact the vendor to ask for status. 

Sometimes the vendor will tell you they never received the order. In this case you have several options. 

a. You can send them another copy of the order and ask when can delivery be made

b. You can ask if the order can be expedited (as long as there is no added cost), or 

c. Your can chose to cancel the order because the new delivery date is unacceptable

4.2.2. If you chose 1 or 2 you do not need to notify the contracting office because there is no cost involved. If you chose 3 you must notify us that you want to cancel the order and we will do a “no cost” modification to terminate the order. Keep in mind if you chose 3 you will have to submit a new requirement to our office. Therefore, it may be to your advantage to try and work something out with the vendor.  

4.2.3. If you are having problems with the vendor you may contact the buyer identified on your purchase order at any time. The name of the buyer is normally listed in Block 9 on the front page of the order.  

4.3 INSPECTION AND ACCEPTANCE

If you or another designated representative receives the supplies or services, an inspection and receiving document must be signed if the delivery meets contract requirements.  Signature on the inspection and receiving document attests to the fact that the supply or service has been delivered or performed in accordance with the contractual document and payment is authorized.  Inspection and receiving reports must be completed immediately upon receipt of the product or completion of the required work unless the supply/service is unsatisfactory.  The contractor cannot be paid until you sign off on the inspection and receiving reports.

4.3.1. The contractor will provide you with one of the following forms for you to acknowledge receipt of the product or completion of services or construction:

a) DD Form 1449, Order for Supplies or Services (sign in Block 32a & b).

b) DD Form 250, Material Inspection/Receiving Report (sign in Block 21). 

4.3.2. Certification of receipt on the contractor’s invoice.

a) The signature on the form/invoice must be legible. Additionally, print your name and phone number.

b) Promptly submit the accepted delivery report to the paying office identified on the purchase order (DD Form 1449, Block 32a & b) unless, other procedures have been established by your office. Failure to submit the required documentation in a timely manner could result in payment of interest by the government, or loss of a prompt payment discount along with loss of goodwill with the contractor.  Keep in mind your delay may cost the government money.

4.3.3. If a discrepancy or question arises during the inspection and receipt of product or services, contact the Contracting Officer identified on the contract instrument immediately.  DO NOT prepare or sign any receiving document until you are completely satisfied that the contractor has fulfilled its responsibilities under the purchase order or contract.

4.4 ACTIONS AGAINST UNSATISFACTORY PERFORMANCE

For complex contracts or any service contract, the Contracting Officer helps you to closely monitor contractor performance.  In the event of unsatisfactory performance, several courses of action are available.  Listed below, from least to the most serious are:

4.4.1  Initial Discussion.  Contact the company (the phone number will be on the front of the purchase order) and conduct a discussion with the contractor in an attempt to resolve any discrepancies.  If the contractor indicates that he/she has not received the order or is unable to ship the item, call our office immediately. We can either send the contractor another copy of the order or cancel the order in its entirety. 

4.4.2  Cure Notice.  Continued unsatisfactory performance will result in the Contracting Officer issuing a "Cure" notice.  This notice reflects the unsatisfactory performance areas and prescribes a fixed number of days (cannot be less than ten days) within which performance must be corrected.

4.4.3  Show Cause Notice.  Failure to satisfy a “Cure” notice will result in the Contracting Officer issuing a “Show Cause” notice.  Here the contractor is put on notice that his/her contract is being considered for termination for default (or breach) of contract.  Usually the only cause for retraction of this notice is if the contractor positively corrects the inadequate performance and can prove that he/she has taken steps to prevent a recurrence.  Otherwise, termination will be the next step.

4.4.4  Termination for Cause (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 claims ($$) filed by the contractor.  Default termination likewise has grave consequences for the contractor.  He/she is liable for all reprocurement costs sustained by the government, including the difference between his/her contract price and that of the new (reprocured) contract, and usually sustains ruinous damage to his/her reputation and chances of future Government contract awards.

4.4.5  Termination of Contracts for Convenience of the Government.  Most formal contracts and some purchase orders contain a clause under which the government may terminate at its own convenience and through no fault of the contractor.  An action of this nature usually stems from a change in the government’s requirements or there is no longer a need for the items and/or service under that contract.  Termination for convenience may involve payment of a settlement cost to the contractor to compensate for expenses incurred in anticipation of contract performance.

5 DIVISION SPECIFIC INFORMATION

5.1.
FLEET SUPPORT DIVISION “CODE 201” 

5.1.1. Introduction

Code 201 supports all ships home ported at Pearl Harbor, including submarines. We also provide services for transient vessels while in port. Code 201 is also unique in that we interface with the Logistics Service Reps (LSRs). Other customers include activities that are related to afloat or deployable units. Customers include Joint Task Force, 3rd Construction Battalion, Navy Seals, Subpac, Naval Submarine Training Center, and NAVMAG. 


Code 201 Supervisor – Stephen Durrett 


Phone Number (808) 473-7566


Fax Number (808) 473-5750


E-mail Stephen.durrett@navy.mil
5.2.
SHIPYARD SUPPORT “CODE 202” 

5.2.1. Introduction

Code 202’s mission is to provide maintenance on Submarines and Surface Craft. We do periodic vessel inspection & repairs, repairs to reported deficiencies, alterations required to maintain state-of-the art technology, modernizations using innovative designs tested on prototypes, 30 to 35 Day upkeeps twice yearly for continuous maintenance, and calibration center for entire Pacific Fleet. At the Pearl Harbor Naval Shipyard and Intermediate Maintenance Facility, "We keep them fit to fight!”

Code 202 Supervisor – Bernadette Del Rosario-Simmons

Phone Number (808) 474-4100

Fax Number (808) 474-5223

E-mail Bernadette_s_del_rosario_simmons@pearl.fisc.navy.mil
5.3.
SHORE SUPPORT DIVISION “CODE 203” 

5.3.1. Introduction

Code 203 supports all shore-based activities. In addition to contracting for commodity type purchases (furniture, recreational and exercise equipment, books, etc) and services (leasing of equipment, installation of furniture, relocating office equipment and furniture, subscriptions, etc), we also write contracts for mess attendant services, mattress renovation, tire disposal, drayage services, and disposal of fats and bones. Some of our customers are PACOM, PACFLT, Asia-Pacific Center, Commissary, Federal Fire Department, and JICPAC.

Code 203 Supervisor – Sharon L. Gault

Phone Number (808) 473-7505

Fax Number (808) 473-0811



E-mail Sharon.gault@navy.mil
6
GENERAL INFORMATION

This section will highlight actions that you must perform in order for FISC PH to deliver quality and timely services.

6.1.
COMMODITY PURCHASES

6.1.1.  Required Delivery Date.  This is a key input for us.  Many times, an item is only available at a reasonable price on the mainland.  Since most supplies from the mainland are delivered to us via ship, delivery may take at least several months after you initiate your requirement.  Depending on your RDD we can accelerate delivery by either paying a premium price to a local Oahu source, or pay airfreight charges to the mainland supplier.

6.1.2.  Modular Furniture.  New regulations no longer identify Federal Prison Industries (a.k.a. UNICOR) as a mandatory source of supply for furniture and as such a waiver is not required. However, the new rules require that you provide UNICOR with the opportunity to submit a bid. If UNICOR submits a bid and their price is too high, their substitute is unacceptable, or they cannot meet your delivery times then you may go to another source. The web site for UNICOR is www.unicor.gov.

6.1.3. Software/Hardware. On September 16, 2003, the DoD issued policy governing SmartBUY implementation (http://www.don-imit.navy.mil/esi/). SmartBUY is the federal government-wide software-licensing project conducted by the General Services Administration (GSA) in coordination with the Office of Management and Budget (OMB). DoD is implementing SmartBUY through the DoD Enterprise Software Initiative (ESI), and the ESI Team has implemented procedures and tools to assist DoD Components in complying with SmartBUY policy. A copy of the Navy SmartBUY policy is available under the ESI Updates list. NOTE: This policy only applies to purchases of software bought through other than GSA schedules. If you buy your software/hardware from GSA you have complied with this policy.

Under this program the customer:

a) will use the SmartBUY agreement for all software requirements covered by that specific agreement; where there is no SmartBUY agreement, agencies may satisfy their software requirements directly through other acquisition methods

b) will not enter into agreements exceeding one year for commodity-type software

c) will continue to check www.gsa.gov for a list of SmartBUY agreements
d) will identify upcoming large software requirements to GSA

6.2.
PURCHASES FOR SERVICES
6.2.1.  Lease/rental Agreements. You must include a “Lease/Rental Versus Purchase” justification for leases/rentals over 60 days. Rental of vehicles or transportation type equipment must be coordinated with PWC.

6.2.2.  Furniture/office relocation. Requirements for furniture/office relocation must include a list of all furniture and equipment to be moved, estimated weights, and the current location and destination. Any obstacles that may be encountered, i.e. stairs, oversized furniture/equipment, limited access to a facility, etc., shall be listed. 

6.2.3.  Services valued over $100,000.  The acquisition of these services requires a long lead-time and a Performance Work Statement (PWS) (similar to a SOW). The PWS describes the service in terms of results the government expects from the contractor and the required level of service.  Work of this magnitude requires that the requester have in-depth knowledge of the services required as well as the contracting process.  

6.2.4.   Pagers. FISC PH has established an indefinite delivery/indefinite quantity contract for pager services. This contract covers rental of pagers and airtime. Activities that use this contract may pay for the services using their government purchase card. If you would like more information on this contract or would like to be added as a user please contact Code 201. 
6.2.5. Renewal of maintenance agreements/recurring services.  At the end of each fiscal year, numerous agreements expire and require renewal for the next fiscal year. To ensure placement of purchase/delivery orders or a contract in a timely manner, activities are urged to submit their purchase requests by the date established by FISC Pearl Harbor.  All requirements submitted after that date risk untimely processing. These documents should cite next fiscal year funds with the statement "Subject to Availability of Funds".  Purchase requests sent to FISC contracting activities should be followed‑up by the customer to ensure a purchase/delivery order or contract has been awarded.  Customers should not automatically assume a contract award or an order was made. 

6.2.6. Market research.  A market survey is simply finding out which companies can provide what you're looking for.  Market research can be accomplished by searching for sources over the Internet, reviewing product literature, reading technical journals, or contacting sources over the phone.  Describe and document any market survey conducted.  Include companies contacted and the information they provided, especially if it concerns a sole source requirement. Do not furnish a vendor's quote as the Government specifications.  We need all relevant background information along with your funding document to ensure we procure items meeting your requirements.
6.2.7. Consulting/advisory and assistance services.   These type services may be used to meet Navy requirements. However, because of the cost and nature of the services, Congress mandates additional management and oversight in this area. Agencies must ensure the services provided are efficiently and appropriately utilized, are performed free of conflict of interest, and in a manner that does not impinge on the performance of inherently governmental functions by Government employees. See SECNAVINST 4200.31 C. for additional information.
6.2.8. Posting requirements.  All requirements estimated at or over $10,000 are required to be publicly posted for 10 days on an electronic bulletin board. The site used by the Navy is Navy Electronic Commerce Online (NECO). If the requirement is over $25,000 it also must be published on another website called Federal Business Opportunities (FEDBIZOPPS).  The amount of time that the notice must be posted varies with each acquisition so please provide us enough time to comply with this requirement.

6.3.
ALL PURCHASES 

6.3.1. Paperless distribution of orders, contracts and modifications.  Our goal is to pursue a paperless environment and electronically distribute all contracts and modifications awarded on the DOD Standard Procurement System to the e‑mail address(s) on your document. 

6.3.2. E‑mail distribution .  All documents will be distributed via e-mail. Therefore, it is important to identify and provide the e‑mail addresses of all those people within your command who must receive a copy of every purchase order, contract, or modification issued by our office.  Include this information on your purchase request. (Note: contractors will also receive contract award documents via e‑mail). On every purchase request provide any additional e‑mail addresses for distribution of the resulting contracting document (These additional e-mail addresses may be included on a separate sheet of paper or in the item description.) In addition, e‑mail addresses for technical points of contact must be identified on ALL purchase requests. Our buyers will use e‑mail to contact your technical POC if there are any questions.

6.3.3. Customer feedback.  Following the completion of our contracting support, please go to the NAVSUP web site at http://www.ec.navsup.navy.mil/contracting/ and complete the customer satisfaction survey so we can get immediate feedback from you regarding the quality of services you received. 

6.3.4. Fiscal year requisition submission deadlines.  To ensure the timely obligation of customer annual funds FISC Pearl Harbor issues a procurement submission letter each year. The intent of this letter is to improve the procurement planning process and to allow us time to process your requirements.  This letter applies to all activities that submit purchase requests to the FISC Pearl Harbor Contracting Department.  It establishes cut-off dates and the processing time goal for all purchase requests.   Note:  Every effort will be made to process all requirements, time permitting. Requisitions submitted after cut‑off dates will be processed based upon priority and end of Fiscal Year time constraints (See Enclosure 6 for actual dates). 

6.3.5. Documentation required for micro purchases (<$2500).  Purchases less than $2500 must be made by the customer using the Government‑wide Commercial Purchase Card (GCPC). Requirements less than $2500 will only be accepted by FISC with appropriate written justification as follows:

"The following vendor(s) were contacted and refused to accept the purchase card." This statement is the only one that may preclude the use of the purchase card.  The requiring customer shall identify at least two vendors contacted who refused the acceptance of the purchase card (only one vendor required on sole source requirements).  If the buyer, at FISC, locates a vendor that will accept the purchase card, the purchase request shall be returned to the requiring customer to utilize their purchase card and complete the transaction. 

6.3.6. Documentation Required for MIPRS or other Interagency Agreements Issued Pursuant to the Economy Act. When an agency finds that they are unable to provide the supplies or services from a commercial source they may issue a MIPR to another agency. When this happens a D&F is required that: The ordered supplies or services cannot be provided as conveniently and cheaply by contracting directly with a private source; the servicing agency has unique expertise not available within the agency; the supplies or services clearly are within the scope of activities of the servicing Agency and that agency normally contracts for those supplies or services for itself; and If contracting action by the servicing agency is required the determination should contain a statement that no fees or charges in excess of actual or estimated costs of contracting are being paid to the servicing agency (See Enclosure 3 for MIPR justification).

7
DOD E-MALL

The mission of the DoD Emall was to be the single entry point for purchasers to find and acquire off-the-shelf finished good items from the commercial marketplace and government sources. All you need to access the DoD emall is to register.  Registration is free and easy. The web site for the DoD Emall is https://emall.prod.dodonline.net/scripts/emLogon.asp
7.1.
EMALL SUPPLIERS

7.1.1. There are over 12 million items listed on the DoD Emall and each one is backed by a government contract. Contracts have been written to more than 350 different vendors. Some of these vendors include 3M, Fastenal, Maintenance Warehouse, Rayovac, and W.W. Grainger.

7.1.2. Features of the DoD Emall include advanced search, saved shopping carts, express shopping lists, and payment options. There are seven different ways to search for an item. These are:

· Keyword

· National Stock Number

· National Inventory Index Number

· Manufacturer’s Part Number

· Manufacturer’s Name

· Catalog Number

· Unit Product Code (UPC)

7.2.
Great Success stories from the Air Force using the DoD EMALL!
An Army Staff Sergeant from Warren AFB said:

Thank you for all your help.  This will keep me out of trouble for a while, Ha Ha!!!   Kidding 

aside, with out the new DoD EMALL, I still would have to go though the base supply system 

which can be a lot slower.  I hope to keep the business of supply with DoD EMALL and the good people at the Help Desk, Thanks again.  

Rush Order For trip to Bosnia:

In December of 2000 Scotty Knott, JECPO, had to go to Bosnia with General Glisson. She 

placed an order for Battle Dress Uniforms with the DoD EMALL on 12/21/2000 (10 items to 

ship from S9T in Philadelphia) and needed this order within a week.  The mission was 

accomplished!

7.2.
Great Success stories from the Coast Guard using the DoD EMALL!

One United States Coast Guard Customer entered his order on 1/8/2001. He ordered parts 

that were reported as critically needed (CASREP) at the time and was unable to repair the 

casualty until these parts were received. He received a status that indicated “delayed” for 

technical review with an ESD 19-Jan-01, but he needed these parts ASAP. We emailed the 

Item Manager in Philadelphia (S9I) for assistance.  With S9I assistance the order was shipped 

2 days after the order was received. There were also two other items that went to DSC 

Columbus; those items were shipped within the next two days.  The customer was very 

appreciative and he sent us the following message : “Hi, Can’t tell you how much we 

appreciated the quick response on those items. You have alleviated several 

headaches. Thanks again!”

7.3.
Great Success stories from the Navy Guard using the DoD EMALL!

A customer from FISC Puget Sound Naval Shipyard, WA, ordered an electromagnetic relay part to repair a crane that was needed to help with the earthquake epicenter that had just taken place in Washington.  Evidently the crane was stuck and they could not move the rubble from the earthquake until they received this part.  The order was submitted on 3/5/2001 and shipped out of Columbus on 3/8/2001.  He was very grateful and thanked us for an outstanding job!

PWC Norfolk needs Express Stores

PWC Norfolk contacted DoD EMALL and requested to have Express Stores created to streamline their 

process of ordering parts to stock their multiple repair trucks.  These trucks are used extensively on the 

docks and repairs facilities to provide quick repair and turn around of our warfighter.  PWC needed 

these stores created within a short time frame to meet their immediate needs.  DoD EMALL put their 

staff to work and with a two-day time frame had created 15 express stores with close to 200 items in 

many stores, saving the PWC personnel many hours of PC time.  The response from one of the Navy 

Commanders, “Thank you.  I've been informed by my people that the efforts of the emall staff in 

helping us get on track have been great.  We appreciate your help and look forward to a continued 

good relationship.”

DOD EMALL Point, Click and Ship - One Stop Support For The Warfighter!
8
WIDE AREA WORK FLOW

8.1. INTRODUCTION. Traditionally, the Department of Defense (DOD) acquisition process has been paper-based, labor intensive, and heavily dependent on manual and repetitive inputs.  Effective January 1, 2000 DOD began to operate in a significantly more paperless environment.  This new paperless environment is being achieved using technologies that support electronic access, management, and interchange of documents.  For help with registration, software installation or to schedule a training session or demo, contact… Defense Finance and Accounting Service (DFAS) Pacific (808) 472-7605 or for more information or self-register in WAWF please visit https://rmb.ogden.disa.mil
8.2. What is WAWF-RA? Until recently, DOD payment process involved manual

processing of three documents, which are:





- 
the contract, 

-
the receiving report, and 

-
the invoice.

WAWF-RA is a Web-based system that allows authorized Government Vendors and DOD personnel to generate, capture, and process receipt and payment-related documents electronically.  With WAWF-RA, processing time can be reduced to just 3 days!  Payments are still subject to the Prompt Payment Act regulation.

8.3.  How does WAWF-RA work? Contactors complete invoices and 

inspections/acceptances documents interactively on the Web or submit these documents electronically using EDI, FTP, or FAX, WAWF-RA notifies the government acceptance official automatically.  One the receipt and acceptance process is complete, payment officials issue payments via appropriate DFAS payment systems using Electronic Funds Transfer.  An electronic folder documents the entire process and is accessible to the contractor and authorized federal personnel.

8.4. What are the benefits? For vendors
-
Electronic submission of invoices

-
Faster payment – elimination of lost or misplaced documents

-
Online access to contract payment records

8.5. What are the benefits? For DoD
-
Global accessibility of documents, eliminates lost documents

-
Reduced need for re-keying, improved efficiency

-
Improved data accuracy

-
Real-time processing

-
Secure transactions with audit capability

-
Lower costs to process invoices and interest costs

8.6. Great Success stories from Navy activities!

8.6.1. Labor

-
Paper invoice processing time: 20 minutes whereas WAWF Processing time: 3 minutes

-
Number of paper copies made per paper invoices: 3-5 whereas in case of WAWF no copies are made

-
No more mailing invoices and contract awards to DFAS

-
No more paper contracts as WAWF has interface with Electronic Document Access (EDA)

8.6.2. Fees:

-
Reduce DFAS processing fees for electronic invoices per LOA ($10.57 versus $16.82)

LEASE‑PURCHASE JUSTIFICATION

GENERAL INSTRUCTIONS

Completion of this form is required for all rental/leases, regardless of dollar value. 

If the requested lease period is less than 60 days, complete only Question 6 of Part I plus all of Part II and return the form to FISC.

If the purchase price of the item to be leased is less than $100,000 or the item has a useful life of less than two years, only Part I needs to be completed and returned.  Please note that the purchase price of the item is the cost to buy the item outright, and NOT the estimated rental cost. 

LEASE VERSUS PURCHASE DETERMINATION.  In accordance with FAR 7.4, agencies should consider whether to lease or purchase equipment based on an evaluation of comparative costs.  Since you believe that it is in the best interest of the Government to lease the items, you must justify this decision.  Part I of this form must be completed to provide this justification information.  When completing Part I, consider the following:  There are generally two different lease methods commonly requested by DOD activities:  (1) a straight lease and (2) a lease with the option to purchase.

Straight Lease:  A lease that provides for a specific period of performance, after which the Government has neither ownership of the item nor an option to purchase the item.

Lease with the Option to Purchase:  A lease that includes provisions for Government purchase of the item at any time during the lease period of performance.  This typically includes application of a portion of the lease payments towards the purchase price of the item.

PART I ‑ LEASE VERSUS PURCHASE  (Requiring Activity Completes)

1.
Item to be leased/rented:

2.  Which current Government inventories were checked for availability of the required equipment? When?

3.  Why is the equipment needed and why must it be leased/rented instead of purchased.  Please keep in mind that a lack of funding does not justify leasing.

 (Examples: obsolescence of equipment due to technological advances, lack of maintenance capability, etc.)

4.
What is the expected lease period (i.e., 6 months, 12 months, etc.)?

5.  What is the anticipated extent of usage during the lease period (i.e. 24 hrs a day / 7 days a week)?

6.
Are there any financial or operating advantages of alternate types/makes of equipment. ‑ If yes, please explain.
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7.
Please provide market research information regarding the availability and cost of leasing/purchasing the required equipment. (If more than one type of equipment is required, provide market research information on all.)

Company
#1




#2 



#3

POC & Telephone No. 

Useful Life of Equipment

Monthly Rental/Lease Cost

Portion of Monthly Cost Applicable to Maintenance

Portion of Monthly Cost Applicable to Transportation

Total Rental/Lease Cost 

Purchase Cost (less scrap or salvage value)

8. If total lease costs (less maintenance and transportation costs) exceed the purchase price (considering estimated scrap or salvage value at the end of the useful life), the higher cost of leasing must be justified and proven to be in the best interest of the Government.  Please provide information that supports your request.

9. Describe the Government's scrap or salvage value of the owned equipment at the end of its estimated useful life. If the equipment can be refurbished (and its useful life thereby extended), list what would be the estimated cost of that future overhaul and the addition to the useful life.

PART II‑ CONTRACTING OFFICER'S DETERMINATION (To be completed by FISC)

__The customer has completed PART I and has adequately justified that leasing is in the best interest of the Government and has insured that sources of excess Government property have been screened.

__PART I was not adequately documented by the requiring activity; therefore, the following additional information is provided in support of the lease determination:

__Completion of PART I is not required as the lease timeframe is less than 60 days.

__The customer has completed PART II and has demonstrated that appropriate funds are available for the lease.

___________________

APPROVED/DISAPPROVED

____________________

CONTRACTING OFFICER
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Subj:   JUSTIFICATION FOR SOLE SOURCE ACQUISITION 

Ref:    (a) Procurement Request No.(s)

           (b) Federal Acquisition Regulation 6.302‑1

1.  SOLE SOURCE:  This justification is provided to support contracting without full and open competition for subject requirement as authorized by 10 U.S.C. 2304(c)(I) in that the supplies or services are available from only one responsible source and no other type of supplies/services will satisfy the minimum needs of this agency.  This determination is based on the following facts:

Specifications/drawings (attached) contain proprietary or restricted use legends. The following firms were contacted and have indicated that they cannot provide an item that will meet the needs of the Government.

(Company Name)

(Person Contacted)
(Date of call) 
(Reason*)

(Company Name)

(Person Contacted)
(Date of call) 
(Reason*)

(Company Name)

(Person Contacted)
(Date of call) 
(Reason*)

*Possible reasons that a firm could not provide a supply or service include: (a) it is something the company does not manufacture, their product line does not meet the minimum performance requirements of the Government, they could not meet the Government's delivery requirement and/or other similar reasons. (b) This is an aircraft/ship repair part/service that is available only from the original equipment manufacturer. Award to any other source would pose safety of flight issues/shipboard safety issues/shipboard habitability and/or would result in unacceptable delays in fulfilling the requirement. 

I CERTIFY THAT THE ABOVE STATEMENTS AND INFORMATION PROVIDED ARE COMPLETE AND CORRECT TO THE BEST OF MY KNOWLEDGE.

Signature_______________________




Title__________________

Activity_______________________

Contracting Officer Signature_______________________________________

Date_____________________________

Enclosure (2)

AUTHORITY TO ISSUE A MILITARY INTERDEPARTMENTAL PURCHASE REQUEST PURSUANT TO THE ECONOMY ACT

The _(Name of Activity) proposes to issue a MIPR or interagency agreement to (Name of 
Servicing Agency) for (Describe the Supply/Service to be obtained). This action does not conflict with any other agency’s authority or responsibility. The value of the requirement is $_______________.

Consistent with FAR 6.002, this action is not being entered into with another agency for the purpose of avoiding competition. (NOTE: If the requirement is sole source, the necessary sole source justification information should be provided to the servicing agency for inclusion in its J&A/D&F.)

This action is in the best interest of the Government because ____________(Discussion must address each of the following areas as appropriate: (a) Why ordered supplies/services cannot be obtained as conveniently and cheaply by contracting directly with a private source (Mandatory); (b) Why the servicing agency has unique expertise/ability not available within the requesting agency; or what law or regulation specifically authorizes the servicing agency to acquire the needed supply/service, or identify the existing contract of the servicing agency, entered into before placement of the order, to meet the requirements of the servicing agency for the same/similar supplies/services; and (c) Why supplies/services clearly are within the scope of the activities of the servicing agency and that agency normally contracts for those supplies/services for itself.)

The acquisition conforms to the requirements of FAR Subpart 7.3, Contractor versus Government performance (Note: If the requirement includes the use of a commercial or industrial activity operated by the receiving activity, the D&F shall include this paragraph.) 

No fees or charges in excess of the actual or estimated cost of contracting are being paid to the servicing agency.

DETERMINATION

Based on the information provided above, the supplies/services requested cannot be provided as conveniently or economically by contracting directly with a private source and it is in the Government’s best interest to obtain the described supplies/services by MIPR or interagency agreement under the Economy Act.

Date: ________________________

_________________________________________






REQUIREMENT INITIATOR

Reviewed:

Date:_______________


__________________________________________






CONTRACTING OFFICER

Reviewed and approved as to form and legality.

Date:______________
            __________________________________________

DATE





LEGAL COUNSEL

Approved:

Date: _________________


_________________________________________
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Subj:   JUSTIFICATION FOR URGENCY

Ref:    (a) Procurement Request No.(s)

           (b) Federal Acquisition Regulation 6.302‑1

1. This justification is provided to support contracting without full and open competition for subject requirement as authorized by 10 U.S.C. 2304(c)(2) in that the supplies or services is of such unusual and compelling urgency that the Government would be seriously injured unless the agency is permitted to limit the number of sources from which it solicits bids or proposals.  

2. Description of services or materials. ______________________________________

______________________________________________________________________

3.  Required Delivery Date: ______________________________________________________

4.   Describe the resulting damages if the above delivery date is not met. Explain why the service/material is needed and what will happen if it’s not received in time. Examples of damages could be significant impact on overhaul/availability schedules, impact to base support, personnel safety issues, potential environmental damages, etc)_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.  Suggested Source(s) complete with name, address, and phone/fax numbers.

(a)____________________________________________________________________ (b)____________________________________________________________________(c)____________________________________________________________________

I CERTIFY THAT THE ABOVE STATEMENTS AND INFORMATION PROVIDED ARE COMPLETE AND CORRECT TO THE BEST OF MY KNOWLEDGE.

Signature_______________________




Title__________________

Activity_______________________

Contracting Officer Signature_______________________________________

Date_____________________________
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Subj:   Information Technology‑Related Procurement Review and Approval/NMCI Waiver

Ref:      (a) ASN (RDA) memo of 19 October 2000

1.
IT hardware, software or services specifically excluded from Flag or SES level review:

____
For Top Secret or compartmentalized information

____
Involves cryptologic related activities as they relate to national security systems

____
Computer resources, both hardware or software, that are part of, dedicated to, and essential in real time to the mission performance of weapons systems or a shipboard system related to the IT-21 effort. (Note:  embarkable/deployable workstations, portable computers, laptop computers, etc. are not included in this exemption.)

If the purchase request falls into one of the categories listed above, check the exclusion that applies, sign below, and submit with the purchase request.  If the purchase request does NOT fall into one of the excluded categories, please proceed to paragraph 2.

Name/title of person claiming exemption:  _______________________ 

Date:  ____________

2.  If the IT purchase request does not fall into one of the excluded categories listed in paragraph 1, a review must be conducting prior to submitting it for procurement action.  Reference (a) states that any delegation of authority to conduct these reviews shall be limited to individuals at the Flag or SES level.  To award a contract for IT hardware, software or services in excess of $25,000, the review must verify that the purchase request falls into one of the following categories:

____
Purchase request is for IT capabilities that are unavailable under NMCI

____
The specific hardware, software, or IT services are essential to the successful Execution of a command or program initiative and is clearly needed before it can be delivered under the NMCI contract.  

____
The requirement is for IT services for which the period of performance will expire before the requiring activity transitions to NMCI (or within a reasonable time thereafter, as agreed to by the NMCI government management office and the requesting official).

           Review authority:  _____________________________________ Date:  _______

Please submit this worksheet along with your purchase request for IT hardware, software or services in excess of $25,000.  
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FISCPH FY04 REQUISITION SUBMISSION DEADLINES. 

To provide you the most efficient and responsive acquisition service possible, we request that you submit your Fiscal Year (FY) 04 requirements by the following submission. 

The dates identified below have been established to ensure that through our joint planning and cooperation your acquisition requirements will be satisfied. The cut-off dates provided are applicable for all activities. The Processing Time Goal (PTG) for each dollar threshold category is provided below for your planning purposes: 

The following deadline dates will apply to any requisition requiring purchase action by FISC Pearl Harbor in FY04:

	ACTION/DOLLAR THRESHOLD
	CUT-OFF DATE
	PTG

	Up to $2,500 (Only for those requirements not eligible for purchase with the Government Purchase Card – See NAVSUP INST 4200.94 of 29 June 99
	6 Aug 04 
	10 Days or by 30 Sep 04

	$2,500 to $25,000 
	6 Aug 04 
	15 Days or by 30 Sep 04

	$25,000 to $100,000 
	30 Jul 04 
	30 Days

	Exercise of Contract Options 
	2 Jul 04 
	By 16 Sep 04

	New/Recurring Requirements $100,000 to $1,000,000
	30 Apr 04 
	150 Days

	New/Recurring Requirements $1,000,000 and over

(Open Market)
	2 Apr 04 
	150 – 183 Days

	GSA  (Services over $100,000)
	27 Aug 04 
	30 Days 

	GSA/UNICOR (Supply items (Any $ Amount) and Services up to $100,000)
	27 Aug 04 
	10 Days or by 26 Sep 04

	Maintenance Renewals (up to $100,000)
	4 Jun 04 
	By 23 Sep 04

	Delivery Orders (other than GSA)
	13 Aug 04 
	By 26 Sep 04

	FOR ALL REQUIREMENTS

Request the Statement of Work/Specifications plus funding document be submitted via e-mail

Request e-mail address of POC and all others who will need a copy of the award document.


Note:  Every effort will be made to process all requirements, time permitting. Requisitions submitted after normal cut‑off dates will be processed based upon priority and end of Fiscal Year time constraints.  Every effort should be made to submit requirements within the established cut‑off dates in order to ensure timely processing of requirements and obligation of funding.   
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