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CHAPTER 1

GENERAL

1-1.  PURPOSE.  To establish policies and procedures for requesting contract support.  This regulation is applicable to all organizations and units assigned or attached to XVIII Airborne Corps and Fort Bragg, to include tenant units.

1-2.  REFERENCES.
    a.  Federal Acquisition Regulation (FAR).

    b.  Department of Defense Federal Acquisition Regulation Supplement (DFARS).

    c.  Army Federal Acquisition Regulation Supplement (AFARS).

    d.  Army Contracting Agency Acquisition Instructions.

    e.  DODD 5500.7-R, Joint Ethics Regulation.

1-3.  RESPONSIBILITIES.  Supported activities will:

    a.  Provide adequate purchase description, local purchase authority, fund availability, and all technical assistance required to process a requirement.

    b.  When requested, provide a Contracting Officer’s Representative (COR) or Contracting Officer’s Technical Representative (COTR) to assist the Contracting Officer in the oversight of the contract.

CHAPTER 2

POLICIES AND PROCEDURES
Section I

Acquisition Planning

2-1.  ACQUISITION PLANNING.  

    a.  Acquisition planning is the process by which the efforts of all personnel responsible for an acquisition are coordinated and integrated through a comprehensive plan for fulfilling the agency need in a timely manner and at a reasonable cost.  This includes ensuring that only necessary and cost-effective requirements are included in solicitations and resulting contracts.  The extent of acquisition planning should be commensurate with the dollar value of the procurement.
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    b.  Advance acquisition planning is the responsibility of all activities and will be accomplished for all recurring requirements, expected new requirements, and one-time requirements estimated to exceed $100,000.  An Advance Acquisition Planning Program (AAPP) has been established; questions should be directed to Chief, Acquisition Division, Directorate of Contracting (DOC).  

2-2.  ADMINISTRATIVE APPROVAL.  Certain items and services require administrative approval by activities responsible for the function.  Attached at Appendix A is a list of items and services requiring administrative approval and the approving activity.  All purchase requests received by the DOC without proper approval will be returned to the requesting activity without action.

2-3.  COMMERCIAL ITEMS AND SERVICES.  

    a.  It is the policy of the Department of Defense (DOD) to purchase commercial items and services whenever possible.  Market research is an effective strategy for the acquisition of commercial items and services.  An agency's requirement must contain sufficient detail for potential offerors of commercial items to know which commercial products or services are suitable.  The performance work statement or item description that is sent by the using activity to DOC must describe the type of service to be acquired and explain how the agency intends to use the product or service in terms of function to be performed, performance requirement, or essential physical characteristics.

    b.  Contracts for commercial items shall rely on contractor’s existing quality assurance systems as a substitute for government inspection and testing before acceptance, unless customary market practices for the commercial item being acquired include in-process inspection.  Any in-process inspection by the government shall be conducted in a manner consistent with commercial practice.

2-4.  COMPETITION REQUIREMENTS.
    a.  Contracting officers shall provide for full and open competition in soliciting offers and awarding government contracts, except in certain situations as stated in statutes and regulations.  “Full and open competition,” when used with respect to a contract action, means that all responsible sources are permitted to compete.

    b.  Each request for other than full and open competition, e.g., sole source, brand name, etc., must be supported with a justification in the form of a justification and approval (J&A) document attached to the purchase request or procurement package that is submitted to the DOC.  The J&A can be found on the DOC web site at www.bragg.army.mil.  (Click on “Government Users”.)  Technical and requirements personnel must certify that the data provided to support their recommendation for other than full and open competition is accurate and complete.  
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    c.  The thresholds and requirements for approval of a determination to use other than full and open competition vary; therefore, the requesting activity will work closely with DOC in developing these requirements.  

Section II

18th Contracting Command Contingency Contracting Support

2-5.  18th CONTRACTING COMMAND CONTINGENCY CONTRACTING SUPPORT.

    a.  Units who identify contingency contracting support requirements during their mission analysis for contingency operations should contact the Commander, 18th Contracting Command 

(DSN 236-1779/5315) to coordinate this support.  All contingency contracting officer support requests must flow through XVIII Airborne Corps, ACofS, G-3 tasking channels.

    b.  Units who are scheduled to participate in CTC rotations at the NTC or JRTC should contact the Commander, 18th Contracting Command (DSN 236-1779/5315) as soon as the unit is aware of a pending rotation.  A Contracting officer from the 18th Contracting Command should participate in all planning for the rotation.

2-6.  CONTRACT ADMINISTRATIVE LEAD TIME (CALT).  The CALT begins on the date a complete and valid procurement package is received in the DOC and ends when the procurement is awarded.  The CALT may vary with each procurement.  The exact amount of lead-time that will be required to complete any individual procurement cannot be determined.  However, adequate lead time can be estimated and, in general, is dependent upon the dollar amount and the nature of the proposed procurement.  The CALT shall be suspended when inadequate procurement packages are returned for correction, clarification, or additional funding.  The CALT goals are stated in Appendix B.

2-7.  CONTRACTING OFFICER REPRESENTATIVES (COR).  

    a.  Contracting Officer Representatives (CORs) are trained individuals appointed by a Contracting Officer to represent him or her in oversight of the contract.  Three COR courses have been approved by the Army Contracting Agency as being acceptable initial courses.  These include the courses offered by the Army Logistics Management College (ALMC), Management Concepts, and Houseman & Associates.  Each of these is a five day course.  Additional information is available at:  ALMC www.almc.army.mil, Management Concepts www.managementconcepts.com, or Houseman & Associates http://www.housemanandassociates.com/20corcotr.htm. 

    b.  The CORs must be government employees; qualified by training and experience commensurate with the responsibilities to be delegated; may not make any commitments or changes that affect price, quality, 
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quantity, delivery, or other terms and conditions of the contract; must be delegated in writing and must maintain a file for each contract assigned.

    c.  To nominate an individual to serve as a COR, the individual’s commander/director must submit a memorandum to the DOC identifying the individual by name and providing the individual’s social security number (SSN), dates of training, and a statement as to their qualifications for the particular project for which they will assist in administration.

    d.  The CORs are required to take refresher training annually.  The DOC offers refresher training.  Customers may contact the DOC for more information regarding training dates, etc.  

2-8.  CUSTOMER SERVICE.

    a.  The DOC customers are encouraged to comment on the service received.  The Interactive Customer Evaluation (ICE) program is an easy to use, on-line program that was developed to provide customers a simple and quick method for providing feedback regarding the service they received.  Customers wishing to provide information regarding the service they received should log on to http://ice.disa.mil/index.cfm?fa=service_provider_list&site_id=249&service_category_id=14.  
    b.  If customers think they are not receiving good service from vendors in accordance with the terms of the contract, they are to contact the COR and provide him with additional information.  If the customer does not know who the COR is, they are encouraged to contact the DOC Acquisition Division.  A partial list of CORs is at Appendix C.

2-9.  DIRECTORATE OF CONTRACTING HOME PAGE.  The DOC home page provides a variety of information for both vendors as well as Government personnel.  For further assistance in processing procurement actions, learning more about the Government Purchase Card program, or to see what solicitations have been issued or contracts awarded, view the DOC Home Page at www.bragg.army.mil/www-doc.    

2-10.  EMERGENCY SUPPORT (Outside Normal Duty Hours).  In the event you have a requirement that cannot be purchased with your Government Purchase Card (GPC), or you have a desperate need to contact a contractor, DOC has an “On-Call” roster of personnel available to assist you.  Contact the XVIII Airborne Corps Staff Duty Noncomissioned Officer (NCO) at 396-6100, who will contact the DOC “on-call” person who will then contact you.  We will attempt to meet your need if at all possible.
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2-11.  FORMAL SOURCE SELECTION.
    a.  Formal source selection means a structured, compartmented process for evaluating proposals and selecting the source for award.  Formal source selection procedures shall be used for all competitive, negotiated acquisitions when the Source Selection Authority (SSA) is other than the Contracting Officer.  The SSA is the official designated to direct the source selection process and make the source selection decision.  

    b.  The Director, Army Contracting Agency (ACA) has delegated the authority to appoint Source Selection Authorities to the Installation Commander.  This authority cannot be redelegated.

    c.  When formal source selection procedures are used, a senior military or civilian is appointed to function as the SSA.  A Source Selection Evaluation Board (SSEB) composed of legal, technical, management, pricing specialists and advisors, supports this individual.

    d.  The DOC will function as the advisor/action office for the Installation Commander as follows:

        (1)  Identify procurements that are candidates for formal source selection procedures.

        (2)  Identify skills required and recommend candidates for appointment as source SSA and recommend composition of SSEB. 

        (3)  Identify basic criteria to be employed in evaluating proposals.

        (4)  Develop milestones for the major events in the source selection process.

        (5)  Perform necessary administrative functions such as preparation of appointment letters, training for SSA and SSEB members.

2-12.  GOVERNMENT ESTIMATES.
    a.  All procurement actions require some form of government estimate.  Although this estimate may consist of nothing more than the amount annotated on the purchase request for smaller requirements, construction requirements and large service and supply requirements should be supported by a more detailed estimate.

    b.  All construction requirements estimated to exceed $2,000 will be accompanied by an Independent Government Estimate (IGE) of construction costs prepared in sufficient detail and accuracy as if 
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the government were competing for award.  The IGE must be documented to show the methodology and sources used to compute the estimated cost.  The IGE will be submitted with the initial requirements as they are effected.  Government estimates will be marked “FOR OFFICIAL USE ONLY” and submitted in a sealed envelope appropriately marked to identify the procurement to which it pertains.   

    c.  All requests for supply and service contracts will be supported by an IGE prepared to the same level of detail and accuracy as though the Government will compete for the award.  The IGE must consider and include costs for all required contract periods (Base and all Option Periods) and shall also include a narrative explanation of the methodology applied, reasons for using the methodology applied, and basis and sources of proposed costs.    

    d.  Proposed modifications to existing contracts will be supported by an IGE prepared in sufficient detail and accuracy; considering and including costs for all required contract periods (Base and all Option Periods).  The IGE will also include a narrative explanation of the methodology applied, reasons for using the methodology applied, and basis and sources of proposed costs. 

    e.  When the contractor’s proposal/bid varies more than 15 percent from the IGE (either plus or minus), the requesting activity will be required to help resolve the variance prior to execution of the applicable document.  Refer to para 2-12b, c, and d above.

2-13.  GOVERNMENT PURCHASE CARD (GPC).  This program was formerly referred to as the International Merchant Purchase Authorization Card (IMPAC) program.  The GPC is a commercial purchase card service available to all Directors/Commanders on Fort Bragg.  With this service, individuals at the unit level are issued a purchase card and delegated authority to buy supplies and services, up to $2,500 and construction up to $2,000 per transaction.  The card service must be requested from the DOC.  Instructions for the GPC are published in XVIII Airborne Corps and Fort Bragg Regulation 715-3, Fort Bragg International Merchant Purchase Authorization Card (IMPAC) Instructions, dated 12 Mar 99
. 

2-14.  IMPROPER BUSINESS PRACTICES AND PERSONAL CONFLICTS OF INTEREST.  

    a.  Government business shall be conducted in a manner above reproach and, except as authorized by statute or regulation, with complete impartiality and with preferential treatment for none.  Transactions relating to the expenditure of public funds require the highest degree of public trust and an impeccable standard of conduct.  The general rule is to strictly avoid any conflict of interest or even the appearance of a conflict of interest in government-contractor relationships.  While many federal laws and regulations place restrictions on the actions of government personnel, in addition, 
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their official conduct must be such that they would have no reluctance to make a full public disclosure of their actions.

    b.  As a rule, no government employee may solicit or accept, directly or indirectly, any gratuity, gift, favor, entertainment, loan, or anything of monetary value from anyone who; (a) has or is seeking to obtain government business with the employee’s agency; (b) conducts activities that are regulated by the employee’s agency; or (c) has interests that may be substantially affected by the performance or nonperformance of the employee’s official duties.  Certain limited exceptions are authorized in agency regulations.  

    c.  A Contracting Officer will not knowingly award a contract to a government employee or to a business concern or other organization owned or substantially owned or controlled by one or more government employees.  This policy is intended to avoid any conflict of interests that might arise between the employees’ interests and their government duties, and to avoid the appearance of favoritism or preferential treatment by the government toward its employees.  An exception to this policy may be made only if there is a most compelling reason to do so, such as when the government’s needs cannot reasonably be otherwise met.

    d.  Contracting Officers and other designated representatives, such as GPC holders, are the only personnel in this command with the authority to contact commercial firms for the purpose of ordering supplies or services or otherwise discussing any aspect of a proposed procurement.  Requiring activities are allowed to conduct market research for determining whether an item/service is commercial and establishing government estimates (see para 2-17).  Vendors must be advised that the individual is conducting a market survey and the contact does not constitute an order.  The results of the market survey should be attached to the purchase request upon submittal to the DOC.

    e.  Further information is contained in the Federal Acquisition Regulation (FAR) and its supplements, and DOD Directive 5500.7-R, Joint Ethics Regulation.

2-15.  LEASE VS PURCHASE.  

    a.  There are situations when the government’s requirement may be more economically filled by lease than by purchase.  The decision to lease rather than purchase must be made on a case-by-case basis and should only be used when it is in the government’s best interest.

    b.  Each request for lease will include a cost analysis and justification.  The cost analysis and justification must include a cost study demonstrating it is more economical for the government to 
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lease than to purchase.  The study consists of a calculation comparing lease, maintenance and operational costs for leased equipment with amortized purchase expense, and maintenance and operational costs for purchased equipment.  The comparison also must include a written justification as to the basis for estimated costs applied; i.e., obtained through market survey with multiple vendors, taken from previous procurements, based on published price list, etc.

    c.  There are times when it may be necessary to lease even though analysis shows the purchase to be less costly.  In these instances, the request must fully document the reasons for lease in lieu of purchase. 

2-16.  LOAN OF EQUIPMENT OR SERVICES FROM COMMERCIAL VENDORS (NO COST LOAN AGREEMENT). 

    a.  The practice of accepting equipment or services from vendors on a “no cost” or “trial” basis for evaluation is strongly discouraged because of the potential for abuse in terms of non-competitive procurement practice, inequitable treatment of potential offerors in a resulting competitive procurement, and creating a situation where the government may be liable.  When equipment or services are supplied by vendors without an agreement or when no cost agreements are supplied by these vendors, an obligation by the government to pay certain hidden costs may arise.  Normally, the existence of these costs can only be determined by government contract or legal personnel.

    b.  In the event a government employee does accept equipment or services which obligate the government to pay any funds not yet appropriated for this purpose, both an unauthorized commitment (see para 2-24) and a possible violation of the Anti-Deficiency Act have probably occurred.  A violation of the Anti-Deficiency act is a felony that carries a maximum jail term of two years or a $5,000 fine, or both.  Not only is the violator subject to criminal penalties, but an adverse personnel action can be taken to include suspension from duty without pay or removal from office.

    c.  All requests for acceptance of equipment or services on a no cost basis must be forwarded to the DOC for issuance of a no cost loan agreement prior to acceptance of equipment or services.  Off-the-shelf commercial automated data processing (ADP) equipment shall not be accepted on a trial basis without the concurrence of the Installation Technology Business Center (ITBC) and a no cost loan agreement issued by the DOC.

2-17.  MARKET RESEARCH.
    a.  Market research is used to determine if commercial sources are available to meet the needs of the Government.  It is also a good way 
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to determine the approximate cost for the service or supply item and can be used to determine your cost estimate.

    b.  When units utilize market research, care should be taken to avoid telling the contractor how much funds are available for the requirement.  Units also shall not tell vendors what other vendors have quoted. 

    c.  When conducting market research, units must tell the vendor that this is only market research and that there is no intent at this time to commit the Government.  CAUTION:  There have been instances of contractors assuming, based on the discussion with the unit, that they were to commence performance.  If this should occur, do not accept the goods or services and contact the DOC immediately.

2-18.  OFF-LOADING CONTRACTS TO OTHER AGENCIES.

    a.  The DOC’s mission is to purchase those items within our authority in support of our customers.  However, there are times when customers think it’s best to have another contracting office make the purchase.

    b.  Generally speaking, other contracting offices charge the customer a “service fee” for this support (e.g., GSA, Corps of Engineers).  Customers must consider this when making the decision to utilize another contracting office.

    c.  With the exception of those requirements being sent to the Corps of Engineers, units must provide the Director of Contracting with a memorandum requesting authorization to off-load requirements to other contracting offices.  This memorandum must explain and justify the benefits to the Government derived by off-loading the requirement.  Again, when developing this justification, units must be able to demonstrate that the benefit to the Government outweighs the added cost of the service fee (in some cases as much as 4 percent of the contract value).

2-19.  ORDERING OFFICERS.
    a.  The authority to appoint and/or train Ordering Officers for contingency operations and training exercises is delegated to the Director of Contracting who has re-delegated this authority to the Commander, 18th Contingency Contracting Command (CCMD).  Ordering Officer acquisition support should be requested only after determining that: (1) the vendor base is not adequate or is not modernized enough to support the GPC, (2) local contracting support is not available when the exercise is conducted on or near another military installation, or (3) local contracting support is not available in the area of contingency operations.
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    b.  Procedures for requesting Ordering Officers are published in XVIII Airborne Corps and Fort Bragg Reg 37-2, Paying Agent and Ordering Officer Procedures During Contingency Operations and Training Exercises, dated 2 Nov 99
.  For non-emergency requirements, the request for appointment and training should be provided to the Commander, 18th CCMD, seven to ten work days prior to departure of the Ordering Officer.  All emergency requirements will be processed immediately.  The 18th CCMD will brief the Ordering Officer and Class A Agent together when the Ordering Officer
 appointment or Certificate of Training is issued.  The potential for abuse is reduced when both parties are familiar with the requirements and prohibitions associated with spending government funds.

2-20.  PROCUREMENT FRAUD AND FRAUD, WASTE, AND ABUSE.  Instances where anyone suspects a government employee, contractor, or contractor employee of fraud, waste, or abuse should be reported to the Procurement Fraud Advisor or Contracting Officer.  If you cannot reach either of these individuals, you may contact the Criminal Investigation Division or the Inspector General’s Office.  The Procurement Fraud Advisor (PFA) is an attorney assigned those duties by the Office of the Staff Judge Advocate, XVIII Airborne Corps and Fort Bragg.  In serious incidents, the Procurement Fraud Coordination Appendix (see Appendix D) will be implemented and a Procurement Fraud Coordinating Committee Case Management Team will meet.  The Case Management Team will be composed of investigative personnel and personnel of the affected command, unit, or activity.

2-21.  RELEASE OF PROCUREMENT SENSITIVE INFORMATION.  Government personnel must be extremely cautious so as not to release procurement sensitive information.  Procurement sensitive information includes the Government’s estimate, the competitive range, and the names of the vendors who are within the competitive range.  

2-22.  SOCIO-ECONOMIC RESPONSIBILITIES.  

    a.  It is the policy of the Government to provide maximum opportunities to small businesses, small woman owned businesses, small disadvantaged businesses, veteran owned small businesses, historically under-utilized small businesses (HUBZone), and service disabled veteran owned small businesses.

    b.  To further support this policy, Government contracting officers are required to set aside all procurements between $2,500 and $100,000 for small business.  

    c.  Contracting officers shall also set aside acquisitions over $100,000 for small businesses when there is an expectation that offers will be obtained from at least two small business concerns and the award will be made at fair market prices.   

XVIII Airborne Corps and Fort Bragg Reg 715-1

    d.  The small business set aside order of precedence is:

        (1)  8(a) firms (generally small disadvantaged businesses).

        (2)  HUBZone small businesses.

        (3)  Small business.

    e.  Although the Government requires maximum opportunities for small woman owned and veteran owned businesses, there are no set asides established with which we must comply.  However, goals have been established and it is the policy of DOD to achieve these goals.

2-23.  SUBMISSION OF PURCHASE REQUESTS.

    a.  Purchase requests shall be submitted electronically using AcquiLine.

    b.  Only purchase requests exceeding the micro-purchase threshold of $2,500 for services and supplies and $2,000 for construction will be accepted (unless otherwise approved by the DOC).  Those requirements at or below the micro-purchase threshold shall be purchased using the Government purchase card (GPC).  

    c.  Guidance regarding AcquiLine registration, creation of an AcquiLine document, etc., is located at Appendix E.

2-24.  UNAUTHORIZED COMMITMENT (UAC) AND RATIFICATION.

    a.  Definitions.

        (1)  Unauthorized commitment means an agreement that is not binding solely because the government representative who made it lacked the authority to enter into that agreement on behalf of the government.

        (2)  Ratification means the act of approving an unauthorized commitment by an official who has the authority to do so.

    b.  Policy.  Agencies should take positive action to preclude the need for ratification actions.  Although procedures are provided in this section for use in those cases where the ratification of an unauthorized commitment is necessary, these procedures are not to be used in a manner encouraging such commitments by government personnel.   

    c.  Procedures.  Anyone suspecting that an unauthorized commitment has been made should contact a Contracting Officer in the DOC.  Requests to ratify unauthorized commitments will be processed using FORSCOM Form 121-R.  This form can be found on the DOC web site at
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www.bragg.army.mil/www-doc.  Click on “Government Users”, “Regs & Guides”, and “UACs.”  Within this guidance you may click on “FORSCOM FORM 121.”  Use of this seven part form involves the following sequence of events:

        (1)  Upon determining that an unauthorized commitment has been made, the Contracting Officer will forward a memorandum to the unit/activity transmitting FORSCOM Form 121-R for completion.

        (2)  The individual making the unauthorized commitment shall complete Items 1-5, Part I, Section A, of the form and forward it to their immediate supervisor.

        (3)  The immediate supervisor will complete Item 6, Part I, Section A, and forward all the information to the first Colonel or equivalent in the individual’s chain of command.

        (4)  The unit Commander, Director, or Activity Chief (first Colonel or equivalent in the individual’s chain of command) will complete Part I, Section B.

        (a)  Ratification actions require a face-to-face interview between the individual and the first Colonel or equivalent in the individual’s chain of command.  

        (b)  In unusual circumstances, if the individual committing the unauthorized commitment is more than 50 miles from the interviewer, the face-to-face may be conducted telephonically when the unauthorized commitment is less than $2,500.

        (c)  The interviewer (first Colonel or equivalent in the individual’s chain of command) will describe the special remedial corrective action and/or disciplinary action taken, and the action taken to prevent recurrence of the unauthorized act.  Documentation of the interview will be attached to the FORSCOM Form 121-R.  This responsibility is not delegable.

        (5)  The concurring official will complete Part II, when the unauthorized commitment is $100K or more.

        (a)  Unauthorized commitments made by individuals in the Installation Commander’s chain of command will forward the FORSCOM Form 121-R through command channels to the Installation Commander for concurrence/nonconcurrence of the recommended corrective action.  This responsibility is not delegable.

        (b)  Unauthorized commitments made by individuals in tenant or satellite organizations will forward the FORSCOM Form 121-R through command channels to the first General Officer or Senior Executive 
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System (SES) in the individual’s chain of command for concurrence or nonconcurrence
.  For the Reserve Component, the Major U.S. Army Reserve Command (MUSARC) Commander is designated as the concurring official for ratification actions up to $25,000.  The MUSARC Commander is the concurring official for actions over $25,000.  This concurrence responsibility is not delegable.

        (c)  The concurring official will forward FORSCOM Form 121-R to the supporting contracting office of the unit committing the unauthorized commitment.

        (6)  The Contracting Officer will complete Parts III, IV, and Section B of Part V, following the steps outlined in Part IV.  The legal opinion from the Office of the Staff Judge Advocate (OSJA) as to the appropriate disposition of the action will be obtained in Section A of Part V.

        (7)  The DOC will take appropriate action for approval or other processing as required.

        (8)  The DOC forwards two copies of all actions in excess of $10,000 along with FORSCOM Form 121-R to the Army Contracting Agency, Southern Region (ACASR) Principle Assistant Responsible for Contracting (PARC).  Actions between $10,001 and $100,000 will be approved by the Director, ACASR.  Requests for ratification action that exceed $100,000 will be reviewed by the PARC and forwarded to the Director, ACA for approval.  The concurring official, as designated in paragraph 2-24c(5) above, may be requested to provide details to the PARC and Commanding General in a face-to-face meeting.

        (9)  Original documents must be retained in the contract file.

2-25.  UNSOLICITED PROPOSALS.  
    a.  Vendors, inventors, researchers, and others often desire to do business with the government through contact with individuals or activities that may have a need for the product, service, or concept being promoted.  To avoid giving a particular vendor an advantage over competitors, recipients of such contacts will coordinate with DOC before undertaking discussions.  As required, the matter will also be coordinated with OSJA to ensure that proprietary data is protected and discourage a vendor from undertaking costly efforts prior to determination that a requirement exists.

    b.  All unsolicited proposals will be referred to DOC for proper processing under the Federal Acquisition Regulation, Subpart 15.6.  

2-26.  WARRANTIES.  A warranty clause gives the government a contractual right to assert claims regarding the deficiency of supplies or services furnished.  It should be used only when it can be 
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enforced and the potential increase in contract price is outweighed by protection afforded the government.  Requirements containing warranty

provisions, other than commercial warranties as a customary trade practice or warranties for construction contracts, must be supported with a justification by the requesting activity.  Any request for enforcement of a warranty clause must be submitted in writing to the Contracting Officer.  

(SFCA-SR-BR/Tel 6-9133)

FOR THE COMMANDER:

                                    //approved//



OFFICIAL:


KARL R. HORST


COL, GS


Chief of Staff

//signed//

JOHN A. COX

LTC, USA

Director, Information Technology Business Center

DISTRIBUTION:

ACASR, ATTN:  SFCA-SR
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APPENDIX A

ITEMS AND SERVICES REQUIRING ADMINISTRATIVE APPROVAL

Item/Service
Approving Activity
Advertisements in Newspapers
Director of Contracting

Automatic Data Processing Equipment,
ITBC

Cellular Telephones, Facsimile

Equipment, Modems, Non-tactical 

with DCIS Radio Equipment, and 

Two-way Radio Equipment

Carpet and Carpet Installation,
PWBC

Custodial Services, Renovation or

Modification of Real Property, 

Relocatable Storage/Office/Classroom 

Buildings

Removal or Harvest of Forest
PWBC

Products

Commercial Non-Standard Equipment
IBO-Resource Management 

and Supplies

Copiers, Pagers, Voice Messaging
ITBC

Devices

Crests and Insignia
Institute of Heraldry

Maintenance of Equipment
Installation Material


Maintenance

Printing
Document Automation &


Production Service (DAPS)

Rental of Vehicles
Installation 

if greater than 30 Days
Transportation Division

Training Requirements
RBC Training Division

for Military Personnel or

Commander/Director for Civilian 

Personnel

Audio/Visual Items OMA 
RBC, Training Support 

(non-expendable) over $2,500
Branch
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APPENDIX B

CONTRACT ADMINISTRATIVE LEAD TIME (CALT)

CALT GOAL (Calendar Days)
Customer purchases the following with the Government Purchase Card (GPC).

TYPE OF
$0-

ACQUISITION
$2,000
Construction
GPC 
TYPE OF
$0-   

ACQUISITION
$2,500
Supplies
GPC

Services
GPC

Training and Printing can be purchased with the GPC up to $25,000.  Contact your purchase card coordinator for more information.

SIMPLIFIED ACQUISITIONS $2,501 - $100,000

TYPE OF


ACQUISITION
CALT 
Supplies
10 days


  

Services
15 days


  

*Construction
30 days   
 

*Construction threshold is $2,001 - $100,000
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$100,000 - ABOVE

TYPE OF 
 

ACQUISITION
SEALED BID
 NEGOTIATED

Supplies
120 days
   200 days

Services
150 days
   235 days

Construction
150 days

 200 days

Commercial Activities

Single Function

 345+ days

Commercial Activities

 560+ days

Multiple Function
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APPENDIX C

CONTRACTING OFFICER REPRESENTATIVES

CONTRACT
PROPONENT
PHONE NO.

Cell Phones
ITBC
6-3513

Custodial Services

  Army Special Operations Museum
PWBC
6-3003, x239

  Installation
PWBC
6-2618

Elevators
PSBC
6-7010

Full Food (Dining Facility) Service
RBC
6-3270

Grounds Maintenance
PWBC
6-2618

Laundry
RBC
6-2317

Logistics Services
RBC
6-2325

Motor Pool Operation
RBC
6-0510

Portable Latrines
PWBC
6-7395, x325

Refuse Collection
PWBC
6-2918, x390

School Buses
FB SCHOOLS
6-5410

Security Guards
PSBC
6-0840

Sports Officials

  Adult
CASBC
6-3568

  Youth
CASBC
6-9123

Vehicle Registration
PSBC
6-4401
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APPENDIX D

XVIII AIRBORNE CORPS AND FORT BRAGG

PROCUREMENT FRAUD COORDINATION

1.  Handling procurement fraud requires a multidisciplinary approach.  Therefore, legal, contracting, and investigative personnel will form procurement fraud coordinating activities to support the command in handling fraud cases.  Procurement fraud coordinating committees serve as effective vehicles for implementing a fraud abatement program.  Such committees should be composed of designation points of contact for each major organization within the installation.  Where organizations have designated points of contact with responsibility for fraud matters, communication is enhanced.  First, personnel know where to obtain information; inquiries are not shuffled from office to office.  Second, it is not necessary to convince people on the importance of the program with every new case; a designated point of contact should be aware of its importance.  Third, personnel who work continuously with the procurement fraud program gain the experience to take swift and effective action.

2.  The Procurement Fraud Advisor (PFA) is responsible for management, oversight, and operation of the procurement fraud program.  The PFA has ultimate responsibility and decision-making authority on handling a procurement fraud case at the installation level.  The PFAs must have a working knowledge of procurement law, criminal law, civil litigation, and familiarity with the relationship between various government agencies in the acquisition and white collar crime areas.  Formal training in these areas is encouraged.  The PFAs should avail themselves of technical in-house training.

3.  Cases of procurement fraud will be handled expeditiously on all levels; civil, criminal, administrative, and contractual.  The PFA will telephonically advise the MACOM Procurement Fraud and Irregularities (PFI) Coordinator of significant case developments at the earliest practical opportunity.  An effective working relationship is necessary between PFAs and all major organizations, particularly investigators, U.S. Attorneys, and auditors.  A Memorandum of Understanding may be executed where appropriate between these organizations and PFAs but they must be approved by PFI coordinators.

4.  Procurement Fraud Advisor Responsibilities.

    a.  Case management - initiation.

        (1)  Informal sources of information.

        (a)  Reports from persons or organizations within the command (e.g., procurement/contracting office, product assurance, facility engineering, internal review).

        (b)  Whistleblowers (either government or contractor).
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        (2)  Formal Sources of Information.

        (a)  Reports from investigative agencies, such as the Defense Criminal Investigative Service, United States Army Criminal Investigation Command (USACIDC), or the Federal Bureau of Investigation (FBI).

        (b)  Reports from auditing agencies, such as the Army Audit Agency, the Defense Contract Audit Agency, or the General Accounting Office.

        (c)  Inquiries from higher headquarters.

        (3)  Processing Information from Informal Sources.

        (a)  Information from informal sources should be reduced to writing, either by the sources or by the PFA, with as much specificity as possible.  At a minimum, the information recorded should be sufficient to prepare a Procurement Fraud Flash Report.

        (b)  Assess the information provided to determine whether there are any violations of statute, regulation, policy, or contractual obligations.

        (c)  If referral to USACIDC due to criminal violations is not warranted, the PFA will refer the matter to the appropriate command organization for resolution (e.g., the procuring Contracting Officer or the IG).  The PFA will document the file outlining the reasons why referral is unwarranted.  The PFA will in all cases advise the Special Assistant U.S. Attorney of the matter and seek advice as to whether referral to USACIDC or another investigative agency is appropriate.

        (d)  If referral to USACIDC is warranted, the PFA will forward assessment to USACIDC, identify, in consultation with the Contracting Officer, appropriate command elements to participate in a Case Management Team, assemble the members of the Case Management Team (including the investigative agent) for the purpose of discussing procedures and to determine the validity of the allegations, and initiate a Procurement Fraud Flash Report through MACOM to HQDA (DAJA-PF).

        (4)  Processing Information from Formal Sources.

        (a)  Information from formal sources should be assessed to determine violations of statute, regulation, policy or contractual obligations.  

        (b)  If criminal investigation is warranted and the matter has not yet been referred, refer the matter to USACIDC.  If criminal investigation is unwarranted, refer to paragraph (3)(c)
 above.
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        (c)  Assemble Case Management Team as in 5a(3)(d) above.

        (d)  Initiate Procurement Fraud Flash Report as in 5a(3)(d) above.

    b.  Case Management - Coordination.

        (1)  Initiate Remedies Plan as required by AR 27-40,
 Litigation, Chapter 8.

        (2)  If appropriate, develop reports in accordance with Department of Defense Federal Acquisition Regulation Supplement (DFARS) 9.406-3.

        (3)  Review cases every 30 days, at least.

        (4)  If appropriate, initiate a civil recovery report (See AR 27-40, Litigation, Chapter 8).

        (5)  Following referral of the matter for civil, criminal, or administrative remedies, the PFA will assist the cognizant organization (DA, Department of Justice (DOJ), Assistant U.S. Attorney) in the pursuit of that remedy.  This may include preparing pleadings discovery, motion practice, or negotiating settlement agreements.  Prior to any contractual or administrative action being taken in a matter where there is a DOJ Attorney/Assistant U.S. Attorney assigned, coordination will be accomplished with the MACOM PFI coordinator, DAJA-PF, and the DOJ Attorney/Assistant U.S. Attorney.

    c.  Case Management - Reporting.  Duplication of reported information will be avoided whenever possible.  The two primary reports are as follows:

        (1)  Procurement Fraud Flash Reports.

        (a)  Prepared in accordance with AR 27-40, Litigation, Chapter 8.

        (b)  Copies will be simultaneously transmitted to DAJA-PF and the MACOM PFI coordinator.

        (2)  DFARS 9.406-3 report - suspension/debarment.  Consult this paragraph of the DFARS for a list of items required in each report.

5.  Training and Awareness.

    a.  Annual training in procurement fraud will be mandatory for all organizational elements involved in procurement activities.
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    b.  Training will be conducted as a part of the Contracting Officer Representative (COR) training classes conducted by the DOC and will combine Procurement Fraud, Procurement Integrity, and Standards of Conduct.  Additionally, Public Works Business Center (PWBC) and Readiness Business Center (RBC) inspection personnel and CORs will, as a part of their annual Standards of Conduct training, receive training in Procurement Integrity and Procurement Fraud.

    c.  Other awareness measures may also be implemented, such as fraud awareness posters or distribution of any DOD IG fraud related publications.
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APPENDIX E

ACQUILINE GUIDANCE

1-1.  REGISTRATION.  

    a.  A valid user account is required to access AcquiLine.  The director/commander for each organization requiring AcquiLine access will appoint one individual who has the authority to submit requests to the DOC for AcquiLine users.  The unit POC shall provide the user's e-mail address and complete mailing address (mailing address must be furnished before AcquiLine registration).

    b.  Upon receipt of the list from the unit, users may register by accessing the AcquiLine web site at http://158.5.43.149/acquiline/home.html.

    c.  Once logged in, follow the steps outlined below:

   (1)  Click on registration tab.

   (2)  Click on registration button.

   (3)  Fill in user name (will be the same as the individual's network user ID).  User name should be in all CAPS, beginning with the individual’s last name.  DO NOT BEGIN WITH RANK.  Furnish password and verify.

   (4)  Click on contact tab.

   (5)  Fill in contact name, title, phone number, and e-mail address (must include complete e-mail address, e.g., ***@bragg.army.mil).  Only use caps if there are caps in the issued user ID.

   (6)  Click select for requesting office.

   (7)  Click on organization radio button.  Under search criteria, type first letter of organization in caps (IMPORTANT:  MUST BE IN ALL CAPS IN ORDER TO PROPERLY POPULATE THE CONTRACTING SYSTEM) in front of the percent sign.  The percent sign is a wildcard and search will display everything beginning with the letter typed.  (Can also click on "state radio button" and type "NC%" in search criteria that will display everything with a North Carolina State address.)

        (8)  Once correct address is displayed, click on it and click “select”.  You will return to "registration" screen.

        (9)  Click on "form" (top left corner of screen).

        (10)  Click on "submit."
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        (11)  If all information is furnished, AcquiLine’s System Administrator (SA) will approve the registration request.

    d.  Canceling Accounts.  AcquiLine users are to notify the AcquiLine SA via e-mail when their account needs to be canceled.  Accounts should be canceled prior to retiring, PCSing, etc.  The AcquiLine SA’s e-mail is rampeyc@bragg.army.mil.

1-2.  TRAINING.  Training is the responsibility of each unit and each unit should appoint someone to provide this training.  However, if there is no one in the unit who can provide this training, you may contact the AcquiLine systems analyst in the IBO-C at 396-4362, ext. 219 or e-mail at rampeyc@bragg.army.mil for assistance.

1-3.  FUNCTIONAL USER GUIDE.  Each organization receiving access to AcquiLine will receive one copy of the AcquiLine Functional User Guide developed by AMS, the AcquiLine contractor.  This guide is proprietary information and shall not be disclosed outside the Government.  It will be each organization's responsibility to make copies for their AcquiLine users.

1-4.  CREATING A PURCHASE REQUEST.

    a.  Each purchase request must contain a description of what you wish to purchase and the Federal Supply Classification (FSC).  The description cannot exceed 60 characters.  This field is uneditable and is required in order to save the purchase request in the system.  If the purchase request is submitted in response to a work order or service number, the description must begin with the work order number and phase or service order number.

    b.  Enter a unique number in the purchase request number field. This number will be referred to as the purchase request number or financial document number.  Generally the purchase request number will be your unit identifier in fields 1-6 (e.g., 35SIG0 for 35th Signal, COSCOM, CASBC, etc.), the julian date in fields 7-10, the letter “N” in field 11, and the control number in fields 12-14 (the control number is assigned by the budget analyst).  This information should be entered in UPPER CASE, e.g., 35SIG0-0123-0001.  NOTE:  The purchase request number must contain the dashes.  Because the purchase request number could be changed by your funds approving authority at the time the document is funded, you must also type the purchase request number in the comments field for future reference.  Under no circumstances should anyone other than the funds approving authority change the purchase request number.  If you are submitting a change to a purchase request, the number must include the change number, e.g., 35SIG0-0123-0001-C01.

    c.  Accurate lines of accounting that match budget's obligation are absolutely critical.  The DFAS vendor pay is unable to correct accounting data in the Defense Procurement Payment System (DPPS). 
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Accounting classification must total 65 digits - no more and no less.  All AcquiLine purchase requests must reflect only “line item funding.”  Purchase requests with contract level funding will be returned without action to the requiring activity.  The budget officer's name, address, and telephone number must be entered in the "comments" block.  Under no circumstances should anyone other than the budget officer make changes to the accounting classification number.
    d.  The "ship to" address specified in the purchase request must have a valid Department of Defense activity address code (DODAAC) prior to submission to DOC.  Initiators shall complete the Organization Maintenance form at Appendix C and either e-mail or fax it to the DOC.  After the address and DODAAC are entered, this office will notify the requestor.  Public Works Business Center’s customers should e-mail the information to eggersr@bragg.army.mil or fax it to Richard Eggers at 396-2674/7527.  All other customers should e-mail it to woodarde@bragg.army.mil or fax it to Ed Woodard at (396-9438.

    e.  Enter the name, address, and telephone number of the individual responsible for preparing and submitting the receiving report to DFAS in the "comments" block.

    f. Enter the name, address, and telephone number of the budget officer in the "comments" block.

    g.  If the purchase request is against a requirements type contract, specify the contract number in the "comments" block. 

    h.  The local purchase authority, e.g., AR 710-2, 420-18, shall be included in the "comments" block. 

    i.  Other items to be included in the "comments" block include the originator’s name and phone number, project manager's name and phone number (if applicable), a listing of any and all "non-electronic" attachments to be forwarded separately, and a required delivery or performance date.

    j.  If there is not enough room in the “comments” block for all required information, the information may be included as a Word attachment.

1-5.  Creating a New Subcontract Line Item..

    a.  The process for creating a Subcontract Line Item (SubCLIN) is similar to the creation of a Contract Line Item (CLIN), however, there are a few differences.  For example, if you have a Priced CLIN, the CLIN Type defaults to Info Only in accordance with the Defense Federal Acquisition Regulations (DFARs).

    (1)  Open an existing PR.
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    (2)  Highlight a CLIN from the Line Item tab of the Purchase Request window.

    (3)  From the menu, select Line Item ( New ( SubCLIN.
    (a)  The Line Item Detail – New window opens with the Detail tab displayed.  

    (b)  The line item detail header displays at the top of the Line Item form and is visible from every tab of the Line Item Detail – New window.  
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Figure 1:  Line Item Detail – New – Detail Tab
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Note:  Since creating a SubCLIN is similar to creating a CLIN, refer to “Creating a New Line Item” in this chapter, to learn how to create a CLIN.

    (4)  From the menu, select File ( Update.  The SubCLIN displays as part of CLIN “0001”.
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Figure 2:  Purchase Request – <Purchase Request Number> – Line Item Tab

1-6.  ATTACHMENTS.  Only Microsoft documents can be attached to the AcquiLine purchase request and forwarded to contracting.  Requestors should attach all necessary documents, including but not limited to the performance work statement, technical exhibits, spreadsheets, etc.  Each attachment should begin with the purchase request number to alleviate lost documents.
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1-7.  ROUTING.  

    a.  Each unit shall determine their internal routing for AcquiLine documents; however, it is recommended that the last stop for most documents before forwarding to contracting should be the funds approving official.  However, those requirements needing ITBC approval should be forwarded to ITBC as the final stop prior to forwarding to Contracting.  The "To Be" process for each type requirement is at Appendix B.

    b.  Each individual receiving the purchase request for action, e.g., approval, funds, etc., shall put a comment into the appropriate block on the routing history screen to indicate that it was reviewed and approved, returned, altered, etc.

1.8  SUBMITTING A PAPER PURCHASE REQUEST.

    a.  Paper purchase request documents will be accepted on a case by case basis.  Generally, these documents will be accepted only from those organizations that cannot gain AcquiLine access due to the firewall or AcquiLine being down.  

    b.  Organizations needing approval to submit a paper document should contact the Chief, Acquisition Division at 396-4362, ext. 238.

1-9.  PURCHASE REQUESTS RETURNED WITHOUT ACTION (RWOA).  If the IBO-C is unable to process the purchase request, it will be returned to the originator without action.  Documents RWOA’d will have an attachment describing the reasons for the RWOA action.  To open the document, following the below instructions:

Log onto AcquiLine.

    a.  Click once on “Drafts.”

    b.  Highlight the purchase request listed under “Drafts.”

    c.  Go to the menu bar at top of page and click on “Purchase Request” and “Open.”

    d.  Click “OK” on viewing instructions window.

    e.  Document should appear on screen and can be printed from there.

1-10.  PRINTING.  AcquiLine will allow the user to print a purchase request status report by following these steps:

    a.  Click on Purchase Request (PR) Drop down box.
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    b.  Click on PR Status Report.

    c.  Determine Search Criteria.  Keep the “%” at the end of your search criteria.  This is a wild card that will pull everything beginning with your Document Number.

    d.  Determine the beginning and ending dates (you can pull up a calendar by using SHIFT + double clicking inside the date block).

    e.  Make sure “All PRs” radio button is chosen and click search.  Your result should look like the following.

[image: image3.wmf]
    f.  Click on the “+” beside “Query Result”.

    g.  Click on “+” for the PR# you want status on.  If there is a “+” beside “Award”, the purchase request has been awarded.  Click on the “+”, then double click on the Contract number.
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    h.  To print a copy of this award, press “print screen” on your keyboard, open up a word document, click “paste”, then print.  The information noted immediately above is what you will be provided.  You will not print a DD 1155.  You will print information showing the award date, contract number, name of vendor, contracting officer’s name, and each line item and total cost for the contract.

1-11. ASSISTANCE.  Assistance is available to AcquiLine users by accessing http://acquiline.amsinc.com/acqweb.nsf/files/home.htm.  AcquiLine users should search this site for solutions to problems prior to contacting the AcquiLine systems analyst.  The AcquiLine systems analyst can be reached at 396-4362, ext. 219 or e-mail rampeyc@bragg.army.mil for additional assistance.

�State title of FB 715-3 and effective date


�Give title, and effective date.


�Be consisten, either “ordering officer” or “Ordering Officer.”





�Should this read “concurrence/nonconurrence?"


�Which paragraph 5a(3) (c) above?


�Same question as previous.


�Same question as previous.


�Give title, and date of publication.
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