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SECTION I - GENERAL INFORMATION

1-1.  INTRODUCTION    The 90th Contracting Squadron (90 CONS) mission is to support you, our customer, with timely, quality acquisitions while complying with all laws and regulations in peace, war and humanitarian efforts.  Contracting is one part of the total acquisition process to provide customers with the supplies and services necessary for mission accomplishment.  Our mission is to ensure you meet your missions.  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 sufficient information to ensure the steps you take to obtain contract support are on the right path.

1-2.  90 CONS ORGANIZATION    90 CONS provides acquisition support to the 90th Space Wing and 20th Air Force.  The squadron consists of four flights: Plans Programs and Support; Base Infrastructure and Support; Base Operating Support and Management.  The following chart shows our squadron structure and provides each Flight Chief’s phone extension.  The central phone number for 90 CONS is 773-3535 and our FAX number is 773-3964.
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1-3.  CUSTOMER RESPONSIBILITIES   An informed customer is our best customer.  As an activity generating requirements, it is helpful that you understand your role in helping us meet your needs.  The following are a few customer responsibilities discussed within this guide:

      a.  Avoid unauthorized commitments.

b. Plan ahead for your requirements by allowing adequate contract administrative lead-time. 

      c.  Develop adequate purchase descriptions, specifications or statements of work.

      d.  Properly prepare purchase requests to include sufficient funding.

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

      f.  Perform timely follow-up and quality assurance actions.

g.  Promptly sign and forward contract acceptance documents to the paying office.

We consider teamwork 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.   

SECTION II - CONTRACTING GUIDELINES 

AND PROCEDURES

2-1.  INTRODUCTION    The acquisition process is governed by numerous federally mandated guidelines.  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.

2-2.  UNAUTHORIZED COMMITMENTS   

Actions by persons other than duly appointed contracting officers who cause a contractor to expend resources not under the scope of an existing contract is considered an unauthorized commitment.  Depending on the dollar value of the action, approval (i.e. ratification) authorities are the 90 CONS Commander, the Wing Commander, or the Vice-Commander of HQ AFSPC.  Believe us, you don’t want this kind of visibility when you’ve exceeded your authority.  In such cases, appropriate administrative and/or disciplinary action may be taken against the individual concerned.  If there is any doubt, don't do it—please check with 90 CONS first.

2-3.  METHODS OF CONTRACTING   


The four broad categories of contracting support listed herein are:  orders against existing contracts; micro-purchases; simplified purchases; and formal contracts.


a.  Order Against Existing Contracts.   Many common-use items are covered by existing open-ended contracts, such as those awarded by General Services Administration (GSA) and in some cases by 90 CONS.  The many Federal Supply Schedules are a common example.  Orders against existing contracts may be placed up to $25,000.00 using the Government Purchase Card (GPC).  Orders above $25,000.00 must be done through 90 CONS.

b. Micro-Purchases—GPC is a government VISA card with a single purchase limit up to $2,500.  You can use almost any source, large or small, that accepts VISA.  You, the customer, buy what you want when you want it--it gives maximum flexibility and speed.  If your organization has an existing account, contact your approving official.  Please call the GPC Program Coordinator at x6089 to schedule training or for more information. 

c.  Simplified Purchases:  A simplified purchase is limited to supplies or services estimated to cost less than $100,000, and generally requires obtaining three or more price quotations.  The quotes are then evaluated and award is made to the offeror whose quote provides the “best value” to the government.  The lead-time for simplified purchases varies considerably depending on complexity of the requirement and other issues.


d.  Formal Contracts:  Public law requires that purchases over $100,000 be procured via a written agreement specifying numerous terms and conditions mutually binding on the contractor and the government.  Such requirements must be formally advertised 15 days before release of a lengthy written solicitation.  The solicitation must be “on the street” for at least 30 days.  


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 purchase request package.  

SECTION III - PURCHASE REQUESTS (PR)

AF FORM 9
3-1.  INTRODUCTION    This section will guide you through the preparation and coordination process of a PR; highlighting the information that must be completed and submitted with your PR.  The PR is used to describe your requirements.  We can only buy what you identify in writing.

3-2.  ROUTING OF PURCHASE REQUESTS
a.  Purchase requests are processed using the Automated Business Services System (ABSS) and should be coordinated through your resource advisor.  

b.  Tracking Your PR.  Always keep a copy of your PR and note the number in the upper right hand corner.  You may contact the respective flight that handles your type of purchase to obtain status of your PR.  

3-3.  EMERGENCY AND URGENT REQUESTS

90 CONS will process all emergency and urgent mission critical PRs within established guideline criteria as fast as possible.  All emergency and urgent PRs need written justification signed by the unit commander.

3-4. SOLE SOURCE OR BRAND NAME REQUESTS

a.   Sole Source purchase occurs when the required supplies or services can be bought from only one source, thereby eliminating all competition.  Brand Name purchase occurs when the PR identifies a specific commercial vendor’s product, which can be obtained from numerous dealers/distributors.  When using a “brand name” to identify an acceptable product, identify those specific salient characteristics which the Contracting Officer will be expected to use to assess the acceptability of proposed “or equal” substitutions.

b. Sole source purchases must be accompanied by; justification letters signed by the unit commander or functional area chief.  Each justification should include the following information:

(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.

(2)  A statement regarding the circumstances surrounding the unique nature of the firm or unique characteristics of the brand name product.  For example:

(a)  If urgency is cited as a circumstance requiring sole source, 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.

(b)  If only one firm or product can satisfy the requirement, cite the unique capabilities required for performance.  If applicable, cite specific data/knowledge required in the performance of the contract 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.

(c)  State any other reasons for the exclusion of other sources or products.

(3)  An impact statement as to the repercussions to the mission should a source other than the sole source be contracted.

(4)  A concluding statement that the proposed sole source or brand name product is 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.  PREPARATION OF AN ITEM DESCRIPTION OR STATEMENT OF WORK (SOW)  

a.  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 the necessary technical 

knowledge and experience in the subject matter.

b.  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.  


c.  Item Descriptions.  Item Descriptions are normally sufficient when purchasing only supplies (services are not involved.)  In order for us to meet your needs, provide an adequate description of the desired supply or equipment items.  The description must include sufficient detailed information/specification to enable the buyer to identify the items required and to determine the appropriate contracting action.  The purchase description should include the following (as applicable):  size, shape, color, strength, power (voltage, cycle, etc.), part number, etc., name of suggested source(s) and telephone number(s) if known.

When a particular manufacturer’s make or model, or a specific company’s product is required, a sole source justification must be included with the purchase request.  See Part III, 3-4, for specific guidance on preparation of sole source justifications.  


d.  SOW Guidelines.  As a general guideline, all performance based service statements of work should include the following format:

(1)  General Information - Includes a description of the scope of work which must be performance based (what we want done, not how to do it), personnel requirements (uniforms, special licensing, etc.), quality control, quality assurance, physical security, hours of operation, conservation of utilities, record keeping, etc.  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.

(2)  Definitions - Includes technical or unique terms.

(3)  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.

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

(5)  Description of Services - A detailed performance based description of what the contractor is required to perform should be included in Specific Tasks.  Do not take anything for granted.  Remember to describe the work in terms of “what” is to be the required output rather than either “how” the work is to be accomplished or the number of hours to be provided.  Also, enable assessment of work performance against measurable performance standards.  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.

(6)  Attachments - Includes drawings or maps.

3-6.  OZONE DEPLETING SUBSTANCES  

a.  Air Force policy mandates that the requiring organization, unless exempt, certify that the Air Force will not require a contractor to deliver or use Class I Ozone Depleting Substances during contract performance.  The statement must be included on either the PR or as a separate attachment.

b.  ODS Statement:  “I have reviewed the requirement, including available technical documentation, and believe that it does not require the contractor to use Class I Ozone Depleting Substances (ODSs) identified in the Air Force Policy in performance of the contract, nor does it require the delivery of these Class I ODSs in any item of supply or as part of any services.”

3-7.  PREPARATION OF PURCHASE REQUESTS - GENERAL

The next two pages will walk you through preparation of a PR; however they are processed using ABSS and should be coordinated with your resource advisor.  Other samples are contained within the individual sections covered later in this guide.  If you are unsure of any particular area, please contact 90 CONS at the phone numbers listed in Section I.

	Keys to Preparing an AF Form 9 “Request for Purchase”

(1)  a. 1st through 6th positions - Your organization’s stock record account number (SRAN). If you are not sure of your correct SRAN, contact the 90th Contracting Squadron at extension 4752.

        b.  7th through 10th positions – The Julian calendar date in YDDD format.

        c.  11th through 14th positions - A serial number unique to each purchase request. If more than one Form 9 is submitted on the same Julian date, the last four digits of the serial number on the first Form 9 would be 0100, subsequent AF Form 9s on the same Julian date would be 0200, 0300, 0400, etc.

(2)  The appropriate certifying/paying office.

(3)  The organization requesting the purchase.
(4)  The actual physical location for delivery or performance; i.e., office name, street address., room no., etc.

(5)  The required supply/delivery date or the inclusive date for which services are required.  Entries such as “ASAP” and  “IMMEDIATELY” are not acceptable.  For entries less than thirty (30) days, see the section titled, Emergency and Urgent Requests.

(6)  Four-position serial number. If only one item, use serial number 0100.  If more than one item, use sequential serial numbers, e.g., 0100, 0101, etc.

(7)  Include adequate descriptive data to enable the buyer/contract administrator to identify the service or item required. Include size, shape, color, strength, power (voltage, cycle, etc.), performance dates, delivery points, part numbers, etc.  Suggested source(s) for the supply or service may be included. See the section on Flight Specific Information for details.

(8)  Two-character designator, e.g., “EA” = each, “PK” = package, or “LO” = lot.

(9)  Government estimate.  Enter a realistic unit price.  When no recent experience is available, a price may be obtained from catalogs, price lists, or other sources available from the 90th Contracting Squadron.  
(10)  See your resource advisor for the number (fund cite) that goes in this block.  Have him/her initial nearby to certify that funds are available.

(11)  Once the Government estimate is established, it is then designated “FOR OFFICIAL USE ONLY.”




	REQUEST FOR PURCHASE


	NO.

F5HOSP50100100 (1)

	INSTALLATION
F.E. WARREN AIR FORCE BASE, WY
	DATE

01 Oct 02

	TO: CONTRACTING OFFICER

90 CONS/LGC
	CLASS

	THROUGH

90 CPTS/    
	CONTRACT, PURCHASE ORDER, OR

DELIVERY ORDER NO.

	FROM: (Insert RC/CC, if applicable)

                        (2)
	

	IT IS REQUESTED THAT THE SUPPLIES AND SERVICES ENUMERATE BELOW AND IN THE ATTACHED LIST, BE

	PURCHASED FOR

                 (3) 
	FOR DELIVERY TO

My organization delivery address    (4)
	NOT LATER THAN

01 Dec 02   (5)

	ITEM
	DESCRIPTION OF MATERIAL OR  SERVICES TO BE PURCHASED
	QUANTITY


	UNIT
	ESTIMATED

UNIT PRICE
	ESTIMATED

UNIT PRICE

	(6)
0100


	SERVICES, NON PERSONAL: TO FURNISH ALL LABOR, TOOLS, PARTS, MATERIALS, FACILITIES AND TRANSPORTATION NECESSARY TO

               (7)
ITEM OR SERVICES   

SHIPPING CHARGES (IF APPLICABLE)

POINT OF CONTACT:  MSgt  Johnny Doe, 773-5555

SUGGESTED SOURCE(s): (Name/Ph. no. of company)                                          

 I have reviewed the requirement, including available technical documentation, and believe that it does not require the contractor to use Class I Ozone Depleting Chemicals (ODC’s) identified in the Air Force Policy in performance of the contract, nor does it require the delivery of these Class I ODC’s in any item of supply or as part of the service.    
	0001
	    (8)
EA/JB
	   (9)
$5,200.00
	$5,200.00



	TOTAL
	  $5,200.00

	PURPOSE        OFFICE EQUIPMENT MAINTENANCE

               

	DATE
	TYPED NAME AND GRADE OF REQUESTING OFFICIAL
	SIGNATURE



	01 Sep 02
	JANE CUSTOMER, MSgt, USAF

EQUIPMENT CUSTODIAN
	TELEPHONE NO.

773-1234

	DATE

01 Sep 02
	TYPED NAME AND GRADE OF REQUESTING OFFICIAL

PETER M. SOLSTAD, GS-12
	SIGNATURE

	I certify that the supplies and services listed above and in the attached list are properly chargeable to the following allotments, the available balances of which are sufficient to cover the cost thereof, and funds have been committed. 

	ACCOUNTING CLASSIFICATION

 (10)


	AMOUNT

	DATE


	TYPED NAME AND GRADE OF CERTIFYING OFFICIAL
	SIGNATURE




AF FORM 9, MAR 77(EF)

FOR OFFICIAL USE ONLY(11) 

SAMPLE - AF FORM 9

SECTION IV - CONTRACT ADMINISTRATION

4-1.  INSPECTION AND ACCEPTANCE  If you or another designated representative such as the equipment custodian or QAP 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 immediate payment is authorized.

a.  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. 


b.  One of the following forms must be filled out to acknowledge receipt of the product or completion of services or construction:

(1)  On orders placed using the DD Form 1449, Order for Supplies or Services, you are required to complete a Certificate of Performance Receiving Report (see page 14) and submit directly to 90 CPTS no later that three working days from the date of receipt of supply/service.  Failure to complete the receiving report may cause delays in contractor payment and could result in undue interest penalties.  

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

(3)  Certification of receipt on the contractor’s invoice.

(4)  AF Form 370, Contract Performance Evaluation Report (Large Service Contracts).


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


c.  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.


d.  Additionally, Defense Finance (DFAS) has strict requirements for filling out receiving reports.  Before preparing the receiving report visit;  http://www.saf.hq.af.mil/contracting/toolkit/rcvreports/step4.html.  
AIR FORCE VENDOR PAY

CERTIFICATE OF PERFORMANCE RECEIVING

REPORT

1.  Contract/Purchase Order Number:  _____________________________
2.  Invoice #:  ___________________

3.  Date of Goods/Services Received:  _____________________________
4.  Date of Goods/Services Accepted:  _____________________________

5.  Company Name:  ____________________________________________

6.  Quantities of Supplies:  _______________________________________

7.  Description of Supplies or Services:  ____________________________

8.  Total Dollar Amount:  _______________________
9.  I certify that services/goods were received and accepted in compliance with the terms and conditions of the contract/purchase order.

10.  Printed Name:  _____________________________________________

       Duty Title:  ________________________________________________

       Organization:  _____________________________________________

       Address:  _________________________________________________

       Phone (Commercial):  _______________________________________
Signature:  ____________________________________________________

Date:  _____________________

Please return to the Accounting Liaison Office within 3 business days.

4-2.  WARRANTIES    The customer’s equipment custodian or designated representative will be responsible for the following:

a.  Maintain an accurate file on all-current warranties and shipping documents.

b.  Advise 90 CONS when an item is processed for repair if it is warranted or guaranteed.  

c.  Insure that the warranty or guarantee accompanies any warranted or guaranteed item processed for repair.


d.  Provide a PR to cover the cost of items needing repair if they are not covered by warranty.
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