NAVSUPINST 4200.85C

BLOCK
NO.

DD FORM 1155 -- PURCHASE ORDER
BLOCK TITLES AND DATA ENTRY INFORMATION

18

ITEM NO. -- Enter a contract line item number (CLIN) for
each item being ordered starting with “0001” and
continuing until all items are listed. In the majority
of purchases made by activities other than a stock point,
requirements will be identified on a line item versus a
subline item basis. Further discussion on line item
numbering is found in DFARS 204.7103.

19

SCHEDULE OF SUPPLIES/SERVICES -- The schedule should
contain the following information, if applicable, in the
order listed:

(1) If DD1155 is confirming an oral orxrder, enter
“CONFIRMING ORDER -- DO NOT DUPLICATE” above items.

(2) National Stock Number (NSN).

(3) Item Identification (i.e., purchase description).

(4) Quantity Variance allowed if any.

(5) Inspection/Acceptance point where the inspection
and acceptance will take place (e.g., “Inspection and
Acceptance shall take place at the destination”).

(6) Preservation and Packaging requirements.

(7) Packing requirements such as preservation
material, crate or skid size, etc.

(8) Deliverxry Date(s) if not entered in block 10.

(9) MARK FOR address if required, and

(10) For FMS requirements, clearly indicate “FMS
Requirement” on the face of the DD Form 1155, and specify
by each line/subline items number the FMS Case Identifier
(e.g., FMS Case Identifier GY-D-DCA).

20

QUANTITY ORDERED/ACCEPTED -- Enter the total quantity
ordered for the line item.

21

UNIT -- Enter the unit of measure applicable to the line
item. If unit is vague (e.g., box), define the unit in
the item description.

22

UNIT PRICE -- Enter the unit price applicable to the line
item.

23

AMOUNT -- Enter the extended dollar amount (guantity x
unit price) for each line item.

24

CONTRACTING/ORDERING OFFICER -- Enter the contracting
officer’s signature. No one may sign the order “For” or
“By Direction.” Only an appointed contracting/ordering
officer acting within his/her delegated authority may
sign the DD Form 1155.

25

TOTAL AMOUNT -- Enter the total dollar amount for all
line items on the order. If order is unpriced, enter
“Not to Exceed” above this amount. If order is under

6D-35
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DD FORM 1155 -- PURCHASE ORDER

BLOCK
NO. BLOCK TITLES AND DATA ENTRY INFORMATION
“F.o.b. Origin, Freight Prepaid” terms, enter “Plus
Transportation” above this amount.
26 These blocks are used in the receiving and paying
THRU |functions. Copies of the DD Form 1155 should be
42 forwarded to/be available for the receivers and paying
office for their use, as applicable.
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ORDER FOR SUPPLIES OR SERVICES B N 07040187 |

must submit four copies of invoice.) Expires Jun 30, 1997

1 of 2

Puplic reporting burden tor this ot ] to Ge 1 hour per rasoonss, nciuding the tane 101 ] Q g data ]
mantaning the data needed, and g and g the coll of inf Send commaents regarcing this burden or any other aspect of this collection of infarmauon,
3 SUGG tor g thrs purden, to Departmont of Deienss, Washington Headquarters Services, Directorats {or Information Cperations and Reports, 1215 Jefferson Davis
Hignwav, Sure 1204, Arington, Va 22202-4302, and to the Office of Management and Budgat, Paperwark Reduction Project 10704-0187), Wasnington, ODC 20503.
PLEASE DO NOT RETURN YOUR FORM TO EITHER OF THESE ADDRESSES.
SEND YOUR COMPLETED FORM TO THE PROCUREMENT OFFICIAL IDENTIFIED IN ITEM 6.

1. CONTRACT/PURCH CRDER NQ. 2. DELIVERY ORDER NO. :’YYC;:P&EM%FD?QDER 4. REQUISITION/PURCH REQUEST NO. 5. PRICRITY
N00023-96-4~5345 96 MAR 01 N00023-6075-999%
6. ISSUED 8Y CODE I N00023 7. ADMINISTERED 8Y ({If other than 8} CooE l
Purchase Department ‘ 2 DeoveRy Fo8
Naval Supply Systems Command
1931 Jefferson Davis Highway SAMPLE UNPRICED PURCHASE ORDER [} oest
Arlington, VA 222k1-5380 | T SmSsssssssss==== ] omwen
POC: E. Robinson, ZIG, (703) 607-0712 _ {Sce schedule it other!
$. CONTRACTOR cope FACILITY CODE gg\;a&;ﬂvgglro FOB POINT 8Y (Date) 11 MARK [F BUSINESSIS
See Schedule [ smaw
NAME AND Vortex Systems, Inc. 12. DISCOUNT TERMS SanTagE
ADDRESS 1234 Vortex Way .5% 20 DYS [} woman-owneo
Bethesda, Maryland 12345-9999 13. MAIL INVOICES 70 cONTRACTING OFFICER
AT BLOCX 6 ADDRESS
14, SHIP TO CODE l NO0023 15. PAYMENT WitL BE MADE 3Y CODE l HQO103
Facilities Manager MARK Al
Naval Sugply Systems Command ey
1931 Jefferson Davis Hwy, 6th Floor CONTRACT OR:
i Qi BER
Arlington, VA PH: (703) 607-9999 ROER NUM
16, |DELIVERY This delivery order i3 1saued on dnother Govarnment agency Of In 2CCOTAANCE with And JUDWGE [0 terms and e of avove
o X [Retererce vor_Telequote by P. Smith on 96 Feb 29 arman e fotaverg an e souclied hare.
OF
orgen |TURCHASE ACCEPTANCE. THE CONTRACTOR HEREGY ACCEPTS THE OFFER REPACSENTED BY THE NUMBERED PURCHASE ORDER AS IT MAY PREVIOUSLY HAVE
BEEN OR IS NOW MODIFIED, SUBJECT TO ALL OF THE TERMS AND CONDITIONS SET FORTH, AND AGREES TO PERFORM THE SAME.
NAME OF CONTRACTOR SIGNATURE TYPED NAME AND TITLE DATE SIGNED

It thes Dox 18 marked, supplier MUST sgn Accestance and return the following number of copies:

17. ACCOUNTING AND APPROPRIATION DATA / LOCAL USE

ACRN AA: 1761804.2910 000 00612 0 00612 2D 281160 FP6075999900 NOT TO EXCEED: $2350.00

18. 19. 20. QUANTITY 21, 22. 23.
ITEM NO. SCHEDULE OF SUPPLIES/SERVICES ORDERED/ UNIT UNIT PRICE AMQUNT
ACCEPTED®
0001 |Services, labor and material for the repair of 1 JOB| $2,350.00 $2,350.00

(1) Vortex model 31-1CW Motor, ser. no. 310795A
Repair to include rewinding stator and rotor;
and replacing main bearing.

Period of Performance: 96 MAR 06 thru 96 MAR 07

Inspection and Acceptance at Destination. -
NOT TO
EXCEED
) by the = same s 24. UNITED STHTES OF AMERICA 25. TOTAL $2.350.00
quantity orderad, indicate by X. If ditferant, enter 23
ﬂ“ w:mv accanted below auancty ordered ' - “DIFFER-
soaret. sv; W. P. MACK CONTRACTING/ORDERING OFFICER ENCES
26. QUANTITY IN COLUMN 20 HAS BEEN 27. SHIP, NO. 28. . O. VOUCHER NO. 30.
Dlwereeres [receve - (] 25580780 S90S ™
D PARTIAL 32. PAID BY 33. AMOUNT VERIFIED CORRECT FOR
D FINAL
DATE SIGNATURE OF AUTHORIZED GOVERNMENT REPRESENTATIVE 31. PAYMENT 34. CHECK NUMBER
36. | carnly this ascount w corract and peaper for payment. COMPLETE
D PARTIAL 35. BILL OF LADING NO.
OATE SIGNATURE AND TITLE OF CERTIFYING OFFICER FINAL
37. RECEIVED AT | 38. RECEIVED BY (P} IF Da‘:ﬁnnozlcawso 40.TOTAL CONTAINERS |41. S/R ACCOUNT NUMBER 42. S/ VOUCHER NC.

DD FORM 1155. . 6D=37 ~ Enclosure (1)
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N00023-96~-M-5345

Page 2 of 2 SAMPLE ONLY
The following checked ([XI) Clauses are hereby included in this
Purchase Order:

X rFar 52.252-2 CLAUSES INCORPORATED BY REFERENCE (JUN 1988)

This order incorporates one or more clauses by reference,
with the same force and effect as if they were given in full
text. Upon request, the Contracting Officer will make their
full text available.

Xl FAR 52.203-3 GRATUITIES (APR 1984)

FAR 52.222-3 CONVICT LABOR (APR 1884)

FAR 52.225-11 RESTRICTIONS ON CERTAIN FOREIGN PURCHASES
(MAY 1992)

X1 FAR 52.232-8 DISCOUNTS FOR PROMPT PAYMENT (APR 1989)

FAR 52.232-25 PROMPT PAYMENT (MAR 1994)

FAR 52.233-1 DISPUTES (MAR 1994)

X FAR 52.233-3 PROTESTS AFTER AWARD (AUG 1989)

NOTE: If this order is “Unpriced” as indicated by the words “Not
to Exceed” or the abbreviation “NTE” in the schedule, the
following clause is hereby incorporated in this Purchase Order:

Xl FAR 52.213-3 NOTICE TO SUPPLIER (APR 1984)

This is a firm order only if your price does not exceed
the maximum line item or total price in the Schedule. Submit
invoices to the Contracting Officer. If you cannot perform in
exact accordance with this order, WITHHOLD PERFORMANCE and
notify the Contracting Officer immediately, giving vyour
quotation. (End of clause)

SAMPLE ONLY

Enclosure (1) 6D-38



NAVSUPINST 4200.85C

MEMORANDUM FOR THE FILE

Subj: EXERCISE OF OPTION UNDER PURCHASE ORDER
FOR AS REQUIRED BY
FOR THE PERIOD THROUGH

Ref: (a) FAR 17.207
(b) FAR 13.112 .
(c) NAVSUPINST 4200.85C

1. (Name of Requester) has advised that the requirement
covered by the option will fulfill an existing Government need
and funds v vali wi m vai

The

AlVi1d ae 'V oxae

contractor’s performénce has been éatisfacfdry and the

2. The original procurement (was/was not) synopsized in
accordance with (FAR 5.201/5.202). _(Number) sources were
solicited and _(number) of offers were received. The contract
provides for a base (period/quantity) and additional option
] [ £d Price for the option(s) were evaluated
in the award and determined to be fair and reasonable based on
o ce [ td = ice and technica

:'ti:nﬁéxi:e analysis/cost analysis). Award was méde to

3. There has been no significant change in the market
situation or the option requirement that would cause the
contractor to significantly lower his price. Other factors
considered in the determination to exercise the option were
the Government’s need for continuity of operation and
potential cost to the Government of disrupting operations.

4. (This paragraph or similar language required when the
services procured fall under the Service Contract Act and a
wage determination was received from the Department of labor.)
The price for the proposed option period is subject to
adjustment as a result of a new wage determination issued by
the Department of Labor. Any request by the contractor for an
increase in the contract price as a result of a new wage
determination will be evaluated and a determination of
reasonableness will be accomplished prior to issuance of a
modification changing the contract price. The definitization
schedule to exercise the option and negotiate the wage
increase for the option period is set forth below:

6D-39
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Request Wage Determination from DOL
Receive Wage Determination

Issue Preliminary Notice Mod and Add Wage Det.
Receive Contractor’s Revised Quote

Conduct Negotiations :

Issue Modification Exercising Option

5. Information Systems approval in accordance with SECNAVINST
5231.1B has been provided. (NOTE: Only required for FIP
equipment/services or software.)

6. Based on the above, it is determined that exercise of the
option is in accordance with the terms of the purchase order,
references (a) through (c) and is the most advantageous method
of fulfilling the Government'’s need, price and other factors

considered.

DATE :

Contracting Officer

6D-40
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SAMPLE STANDARD FORM 44

U.S. GOVERNMENT
. ' PURCHASE ORDER—INVOICE—VOUCHER
DATE OF ORDER ORDER NO.

PRINT NAME AND ADORESS OF SELLER (Number, Sheet, Gity, and Stote)®

’
A
Y
£
E
FU!

INSTRUCTIONS

RNISH SUPPLIES OR SERVICES TO (Nowme ond oddress)®

(This form is for official Government use only)

1. Filling in the Form SUPPUES OR SERVICES QUANTITY | UNITPRICE | AMOUNT

(a) All copies of the form must be legible. To in-
sure legibility, indelible pencil or ball-point pen should
be used. SELLER'S NAME AND ADDRESS MUST BE
PRINTED.

. (b} Items ordered will be individually listed. General
descriptions such as “hardware™ are not acceptable.
Show discount terms.

{c) Enter project reference or other identifying de-
scription in space captioned “PURPOSE.” Also, enter
proper accounting information, if known,

2. Distributing Copies

Copy No. 1—Give to seller for use as the invoice or as
an attachment to his commercial invoice.

Copy No. 2—Give to seller for use as a record of the

order.
. Copy No. 3—

{1) On overthe-counter transactions where de- AGENCY NAME AND BILLING ADORESS®
livery has been made, complete receiving report sec- TOTAL
tion and forward this copy to the proper administra- . °‘5‘°“";“ms
. " i % . DAYS
tive office. )4 DATE INVOICE RECEIVED
(2) On other than compgleted .over-the-counter 2

transactions, forward this copy to location speciied ORDERED Y {Sipnanwe ond sie)

for delivery. (Upon delivery, receiving report sec-
tion is to be completed and this copy then forwarded PURPOSE AND ACCOUNTING DATA
to the proper administrative office.)

Copy No. 4—Retain in the book. unless otherwise

instructed.

3. When Paying Cash at Time of Purchase PURCHASER—70 sign below for over-the-counter dalivery of items
RECEIVED 8Y

(a) Enter the amount of cash paid and obtain

seller's signature in the space provided in the Seller nmE {DA‘E

section of Copy No, 1. If seller prefers to provide a - -

commercial cash receipt, attach it to Copy No. 1 and ___ SELLER~—Pissse raad instructions an Copy 2

check the “paid in cash” block at the bottom of the RECENED $ ’D o $

form. NO FURTHER INVOICE NEED BE SUSMITTED

(b) Distribution of copies when payment is by cash SEeER BATE

is the same as described above. except that Copy No. 1 -

is retained by Government representative when cash (Signaturs)

payment is mgde. Copy No'. 1 is. used ther-egfter in ;;m'rvm;mmmm-x:«mmwm “DWFERENCES

accordance with agency instructions pertaining to s

handling receipts for cash payment. R VRS,

CORRECT FOR
""" {Athonzed certiing otficer) Y
PAID BY DCASH DATE PAID VOUCHER NO.
® .
Check No)
’ ¢ PLEASE INCLUDE 1. SELLER'S INVOICE STANDARD FORM 442 (Rev. 10-83)

GSA,
ZIP CODE (500 instuctions on Copy 27~ Pk 168 PPy 43,0136
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CHAPTER 7

ADMINISTRATION

1. Scope. This chapter prescribes procedures for
administration of purchases awarding using Simplified
Acquisition Procedures. The administration function as
covered in this chapter includes all facets after contract
award including inspection and acceptance, modifications to
awards, maintenance, close out and retention of contract files
and contract reporting requirements.

2. Inspection and Acceptance
a. Inspection and Acceptance at Destipation. Simplified

acquisition actions are generally inspected and accepted at
destination and all administration is performed by the
purchasing office issuing the order.

b. Inspection and Acceptance at Source. In instances
where critical items are being ordered, contractor inspection
is required, or other cases requiring administration beyond
the capability of the issuing office, a contract
administration organization is assigned to administer the
order. If such an organization is assigned to perform
inspection and acceptance (i.e., inspection and acceptance at
source), they will perform all other contract administration
functions, as well.

(1) Defense Contract Management Command (DCMC) is the

organization that provides contract administration support for
DoD. DCMC is divided into districts throughout the country
called Defense Contract Management Districts (DCMDs) which are
further broken down into management areas known as Defense
Contract Management Area Operations (DCMAO) offices.
Administration of the purchase order is assigned to the
management area for the city and state where the contractor is
located. To determine which DCMD to assign, use the current
addition of DoD Directory of Contract Administration Services
Components, DLAH 4105.4. Once you determine the correct
management area for administration, you then determine which
management area office will perform inspection and where
acceptance will take place. This may or may not be the same
as the address of the contractor with whom the order was
placed.

c. DD Form 1155. Block 7 of the DD Form 1155,
“Administered by” shall be filled in as follows:

Enclosure (1)
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(1) Administration retained by purchase office. When
administration of the purchase order is retained by the
purchase office, this block will be left blank.

(2) Administration performed by DCMC. Enter the name
and address of the DCMAO or military activity responsible for
administration services.

3. Modification of Purchase Orders. Purchase orders may be
modified to change price, delivery, terms and conditions, etc.
A purchase order may be modified by use of (1) Standard Form
30, Amendment of Solicitation Modification of Contract; or (2)
an agency-designed form or an agency-approved automated
format. Each purchase order modification shall identify the
order it modifies and shall contain an appropriate
modification number. The contracting officer shall sign each
modificatiocn. :

a. Modification Types. There are two types of
modifications, unilateral and bilateral. Bilateral
modifications are also known as supplemental agreements. The
type of modification issued will depend on the change to be
made. Contracting officers need not obtain a contractor’s
written acceptance of a purchase order modification, unless
the written acceptance is determined by the contracting
officer to be necessary to ensure the contractor’s compliance
with the purchase order as revised. A sample of each type of
modification is contained at the end of this chapter.

b. Unilateral Modification of Purchase Orders. The
unilateral modification allows the contracting officer to make
changes to a purchase order without obtaining the contractor’s
written acceptance. Three type of unilateral modifications
generally authorized with simplified acquisitions include
administrative modifications, unilateral modifications, and
change orders.

(1) Administrative change. An administrative change
is a modification, primarily of an administrative nature,
which does not alter the essential agreement between the
parties. Administrative changes may be made by the
contracting officer without requiring the contractor’s
acceptance and should have block 13B of the SF30 checked.
Examples of this type of modification include:

(a) Changes in the paying office;

(b) Changes in accounting data; and

Enclosure (1)
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(c) Corrections of typographical errors.

(2) Unilateral Modifications. Unilateral
modifications may be issued to make changes to a unilateral
purchase order under the following conditions:

(a} The modification must be issued prior to
commencement of performance and be within the scope of the
original oxder;

(b) Agreement must be obtained from the
contractor on the proposed change/withdrawal and the resulting
modification (SF 30) must be annotated with a reference to the
contractor’s confirmation and agreement of the proposed
change. (This may be a reference to a phone conversation or
written correspondence from the contractor.); and

(c) Block 13({(d) of the resulting SF 30 must be
annotated to reflect the issuance of an authorized unilateral
modification.

(3) Change Qxrders. A change order is a unilateral,
written order signed by the contracting officer, which, under

the authority of the “Changes Clause”, directs the contractor
to make changes within the general scope of the purchase order
and is identified by checking block 13A of the SF30. Although
seldom used to modify purchase orders, a change order can be
issued under the following conditions:

(a) A Changé order can only be made to a bilateral
purchase order in which the applicable changes clause has been
incorporated.

(b) The proposed change must be within the scope
of the original order and allowable under the changes clause
as follows:

1l For Supplies - Drawings, designs, or
specifications, where supplies to be furnished are to be
specially manufactured for the government in accordance with
those drawings, designs, or specifications; method of shipment
or packing; or place of delivery;

2 For services - Description of services to

be performed; time of performance; or place of performance of
the services; or

Enclosure (1)



NAVSUPINST 4200.85C

3 For services, where supplies are to be
furnished - items in 1 and 2 above.

(c) Eguitable adjustment. After issuance of the

change order, the contractor has the right to make a claim for
an equitable adjustment if the change caused an increase in
the cost of the contract. The contractor is required to make
the claim within 30 days from the date of the notification of
change. The contracting officer shall review the claim for
acceptance or negotiation. After agreement with the
contractor is reached, an SF 30 Supplemental Agreement must be
issued to definitize the change order.

(d) As a change order always requires
definitization, it is generally preferred to negotiate an
agreement with the contractor and issue the change as a
supplemental agreement. Change orders to purchase orders are
normally used only in emergency situations when the change
must be made immediately and time is not available to
negotiate with the contractor.

c. Bilateral Modifica ) 1ppl A .
supplemental agreement is any modification mutually arrived at
by both parties. A supplemental agreement must be signed by
both the contracting officer and the contractor. The clauses
applicable to bilateral purchase orders, shown at DFARS
213.507(a) (ii), and chapter 6D of this instruction shall be
incorporated by reference on the SF 30 unless previously
included in the purchase order. The effective date of the
modification shall be filled in before the modification is
presented to the contractor for signature. This entry, in
Block 3 of the SF 30, will be the date agreed upon by the
contractor and the contracting officer as the date on which
the change will be effective. Block 13C of the SF30 should
also cite 10 USC 2304(g) as the authority for issuing the
modification. The following are examples of different types of
supplemental agreements:

(1) New acquisition supplemental agreement

(a) Increase the guantity of supplies and/or
services to be rendered under an existing order.

(b) Enlarge the scope of an existing order.
Any increase in quantity or change in scope of work must be

supported by a purchase request/requisition. Adding
requirements to a purchase order by modification does not
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eliminate the rules for soliciting competition, small
businesses, etc.

(2) Supplemental Agreements which otherwise change the
bl , F L] .

(a) Decrease the quantity of supplies to be
delivered in exchange for a corresponding reduction in the
contract price.

{b) Accelerate the delivery date in exchange for a
higher contract price.

(c) Change specification or delivery regquirements
in exchange for an appropriate adjustment of the contract
price. In a supplemental agreement which changes the
obligation of the parties, the Government will receive a new
benefit or something of additional value, known as
consideration, in exchange for the Government’'s release of the
contractor from existing obligations under the contract. If a
price increase or decrease is involved, accounting data and
the amount involved in the modification itself must be shown
in Block 12 of the SF 30.

d. i i£i i . Each
modification shall reference the applicable purchase order
number as well as contain a modification number. Modification
numbers shall be assigned as prescribed by DFARS 204.7004 and
shall consist of a six position alpha numeric number
constructed as follows:

(1) The first position shall be a capital letter
identifying the modification issuing office as:

P - office which issued the purchase order being
modified,

A - office other than that which issued the
purchase order being modified;

(2) The remaining positions shall be the modification
serial number, constructed for each individual purchase order,
commencing 00001 through 99999, A0001 through 29999, etc.

e. Distribution of Modifications. The original and

copies of the modification shall be distributed in the same
manner as the original purchase order.
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4. Modification of Delivery Orders. Modifications to
delivery orders against Federal Supply Schedule, indefinite
delivery type contracts, or indefinite delivery type purchase
orders may follow the procedures in paragraph 3 above, with
the following exceptions:

(1) Modifications to delivery orders against FSS
contracts may use the same numbering system addressed
paragraph 3, above.

(2) Modifications to delivery orders against IDTCs or
IDTPOs shall be numbered in accordance with DFARS 204.70 with
a two digit number beginning with 01,02, etc. This is used as
a supplement to the four digit order number (i.e. 0001/01,
H901/01, etc)

b. Reference. When the modification being issued
requires a reference in Block 13 of the SF 30, and is being
issued in accordance with terms and condltlons of the
contract, the applicable contract number or mutual agreement
of the parties will be cited.

a. Withdrawal. A unilateral purchase order which has not
been accepted in writing or performance has not yet been
initiated by the contractor may be withdrawn at any time
before the contractor furnishes the supplies/services or
. proceeds with the work to the point that substantial
performance has occurred. The contracting office? may
withdraw the order by use of a unilateral modification, sent
by certified mail, return receipt regquested.

b. Methods of Cancellation/Termination

(1) Cancellation. After acceptance, the contractor
shall be asked to agree to cancellation of the order without
cost or liability to either party. If the contractor agrees,
the cancellation shall be affected by the use of the SF 30,
issued as a supplemental agreement in accordance with block
4d, and signed by the contractor and the contracting officer.
The modification should state that the purchase order is
hereby canceled at no cost to either party and shall include a
reference to the conversation, if any, in which the contractor
agreed to the cancellation. The SF 30 should be sent to the
contractor by certified mail, return receipt requested.
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(2) Contractor does not accept cancellation. If the
contractor does not accept the cancellation or claims that
costs were incurred as a result of beginning performance under
the purchase order, the contracting officer shall process the

termination action as prescribed by FAR Part 49. (However,
this step may not be necessary if simple restocking costs, etc
are the only costs to be bared by the government.) Before

beginning such action, the case will be referred to the
cognizant legal counsel of the activity. Action shall be
withheld pending advice from the office to which the referral
was made.

(3) Cancellation of bilateral purchase orders. If the

contractor has accepted the purchase order in writing by
signing the “Acceptance” block on the face of DD Form 1155, by
signature on SF 30, or other acceptable means, and other than
simple restocking costs, etc are anticipated, a termination
shall be processed in accordance with FAR Part 49.

6. i icia ile. A file documenting all
actions taken will be maintained for each individual purchase
action regardless of which simplified acquisition method is
used. Files may be maintained in any medium (paper,
electronic, microfilm, etc) as long as the requirements of
this paragraph are met. Paper file documents should be
maintained in the same folder, if practicable. Each purchase
file shall include, at a minimum, the following:

(1) A copy of the purchase request/requisition
document with evidence of available funds, adequate purchase
description, all approvals, and if applicable sole source
justification from the customer;

(2) Documentation that acquisition has been synopsized
when applicable;

(3) A copy of the abstract/worksheet with a complete
record of the solicitation, including contractors contacted,
responses received, evaluations, etc.

(4) Evidence of award, documentation supporting the
basis on which the award was made, and documentation
supporting the price reasonableness determination;

(5) Any other documentation supporting the action
taken (e.g., certification from the comptroller as to the
appropriate use of the fund cited for the material to be
purchased) ;
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{6) Documentation supporting any administrative
actions taken, including signed copies of all modifications;
and

(7) Copy of the invoice and, when practicable,
evidence of receipt, inspection and acceptance.

7. Clogse Out and Retention of Official Purchase Files.
Purchase files shall be closed upon determination by the
contracting officer that all required actions have been
completed (i.e., evidence of receipt of property and final
payment). Although individual documents within the official
file may not need to be retained for the full period, the
complete purchase file may be destroyed three (3) years after
final payment.

8. Contract Reporting.

a. DD Form 350 Report. The DD From 350, “Indiwvidual
Contracting Action Report” shall be completed and reported in
accordance with DoD FAR Supplement 204.600 for acquisitions
that exceed $25,000. DoD FAR Supplement 253.204-70 contains
instructions for completion of Parts A through F of the
DD Form 350. NAVSUPINST 4200.86 (series) contains
instructions for the reverse of the form.

(1) Due date. As specified in DFARS 204.607-3 the DD
Form 350 shall be completed in the required format within
three working days after the date on which the dollars were
actually obligated/deobligated by the contracting officer and
submitted prior to the close-out of the reporting month.
“"Memo” reports are to be prepared and submitted' in accordance
with the aforementioned guidance. All activities shall ensure
reports are submitted prior to the DD Form 350 yvear end close-
out processing. Reports not submitted within the fiscal year
in which the action was taken shall be submitted in the
following fiscal year.

b. DD Form 1057. The DD Form 1057, “Monthly Contracting
Summary of Actions” shall be completed and reported in
accordance with DoD FAR Supplement 204.600. DoD FAR
Supplement 253.204-71 contains instructions on completion of
the DD Form 1057. NAVSUPINST 4200.86 (series) contains
instructions for completion of the reverse of the DD Form
1057.
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" 1.CONTRACT 1D CODE  |PAGE OF PAGES
AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT ’ 1 | 1

2. AMENDMENT;/MODIFJCATION NO. 3. EFFECTIVE DATE £, REQUISITIQN/PURC HASE REQ. NO. 5. PROJEGT NO. (17 applicabdie)
PO0001 96 JAN 02 NO0023-5362-3210

6. gcs):ig::ting 0fFicer CODE NO0O023 7. ADMINISTERED 8Y (If other than Item 6} CODE l

Naval Supply Systems Command
1931 Jefferson Davis Highway

Arlington, VA 22241-5360 SAMPLE ADMINISTRATIVE CHANGE
POC: E. Robinson, Ceode 21G, (703) 607-0712
8. NAME AND ADDRESS Olf CONTRACTOR (No., street, county, State and ZIP Code) ) |9A. AMENDMENT OF SOLICITATION NO.
XYZ Company
4321 Zero Street 98. DATED (SEEITEM 11)

Washington, D.C. 20003-5148 S —
10A. nglF!CATION QF CONTRACT/ORDER

o

X N00023-96-M-0399

{10B. DATED (SEE ITEM 13)

CODE 12345 |FACILITY CODE 95 DEC 28
11. THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS

D The above numbered solicitation is amended as set fortn in Item 14. The hour and date specifiea for receipt of Offers D is extended, D is not ex.
tended,

Offers must acknowledge receipt of this amendment prior 10 the hour and date specified in the solicitation or as amended, by one of the follov\;ing methods:

{a} By compieting ltems 8 and 15, and returning copies of the amenament; (b) By acknowiedging receipt of this amendment on each copy of the offer
submitted; or (¢! By secarate letter or telegram which inciudes a reference to the solicitation and amendment numbers. FAILURE OF YOUR ACKNOWLEDG-
MENT TO BE RECEIVED AT THE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT
IN REJECTION OF YOUR OFFER. If by virtue of this amendment you desire to cnange an offer aiready submitted, such change may be made by teiegram or
letter, provided each telegram or letter makes reference to the soficitation and this amendment, and is received prior 10 the opening hour and date specified.

12. ACCOUNTING AND APPROPRIATION DATA (If required}

See Block 14

13. THIS ITEM APPLIZS ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS,
IT MODIFIES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14,

S e e v
V) 7. THIS CHANGE ORDER IS IS5UED PURSUANT TO: (Specify cuthority) THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE CON-
TRACT ORDER NO. INITEM 10A.

B. THE ABOVE NUMBERED CONTRACT/ORDER IS MODIFIED TO REFLECT THE ADMINISTRATIVE CHANGES (such as changes in paying office,
X epproprigtion date, ete.) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(p).

C. THIS SUPPLEMENTAL AGREEMENT 15 ENTERED INTQ PURSUANT TO AUTHORITY OF:

0. OTHER (Specify type of modification and suthority)

E. IMPORTANT: Contractor is not, D is required 10 sign this document and return ... copies 10 the issuing office.
14, DESCRIPTION OF AMENOMENT /MQDIFICATION (Organized by UCF section headings, including solicitation/contract subject matter where feasibie.)

The appropriation symbol and subhead portion of the Accounting and Appropriation Data
for CLIN 0001, ACRN AA in the above referenced purchase order is hereby changed.
From: 1771804.2910
To: 1761804.2910

Exces: aszarovided herein, ail terms and conditions of the document referenced in item 9A or 104, as herstofore changed, remains unchanged and in full force
ang etfect.

S —————————————————————————— et —— = .
15A. NAME AND TITLE OF SIGNER (Type or print) 16A,. NAME AND TITLE OF CONTRACTING OFFICER (Type or print)
W. P. HACK

Supervisory Purchasing Agent

158. CONTRACTOR/OFFEROR 15C. DATE SIGNED]16B. UNITED s?j&s OF Amw 16C. DATE SIGNED
BY i 7 ‘ !“ f-e

(Signature of person authorized to sign) (Signature of Contracting Officer) 96 JAN 02
NSN 7540-01-152:8070 30-205 STANDARD FORM 30 (REV. 10-83)
PREVIOUS EDITION UNUSABLE Prescrided by GSA
7-9 FAR {48 CFR) 53.243

Enclosure (1)



1. CONTRACT 1D CODE PAGE OF PAGES
AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT 1 ' 1
2. AMENGMENT/MODIFICATION NO, 3. EFFECTIVE DATE  |4. REQUISITION/PURCHASE REG. NO. 15, BROJECT NO. (If applicabic;
P00001 96 JAN 02 ~ ND0023-5362-3211
6. ISSUED BY CODE N0OQO23 7. ADMINISTERED BY [If other than ltem 6) CODE l

Purchase Department

Naval Supply Systems Command
1931 Jefferson Davis Highway SAMPLE_UNILATERAL MODIFICATION
Arlington, VA 22241-5360

POC: E. Robinson, Code 21G, (703) 607-0712
8. NAME AND ADDRESS OF CONTRACTOR (No., street, county, State and Z[P Code) ) BA. AMENDMENT OF SOLICITATION NO,

Timely Delivery Company
123 Speedy Road 9B. DATED (SEE ITEM 11)
San Diego, CA 91945-0030

10A. hngolF!CATION OF CONTRACT/ORDER

X W00023-96~-4~5432
POC: J. Smiley (800) 555-1234 108 DATED (SEE ITEM 13}
CoDE 23436 [EACILITY CODE , 95 DEC 28
11. THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS
D The 2zove numbered selicitation 's amenced as set fort™ in Hem *2 The “our 2~z date soaci®ad ‘or receigr ¢ Dfarg D ‘s axrenceg, D 'S 10T ex.
Enceq.
Otfers must. acknowledge receipt of this amendment prior to the hour ang date specified in the salicitatian or as amended, by one of the following metnods:

(a) By compieting items 8 and 15, and returning copies of the amendment: (b) By acxnowleaging receipt of this amendment on each copy of the offer
submittea: or (c) By secarate letter or telegram which inciudes a reference to the sciiciiation and amendmen: numbers. FAILURES OF YOUR ACKMNOWLEDG.
MENT TO BE RECEIVED AT THE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT
IN REJECTION OF YOUR QFFER. If by virtue of this amendment Yyou desire 1o change an offer alreagy submitted, sucn change may be made by telegram or
letter, provided each telegram or letter makes reference to the solicitation and this amendment, and is received prior 10 the opening hour and date specified.

12 ACCOUNTING AND APPROPRIATION DATA (If required)
ACRN: AA 1761804.2910 000 68734 0 660951 2D 000000 0676182GEL0 Net Increase: $10.00

13. THIS ITEM APPLIES ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS,
IT MOD!FIES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14.

A. THIS CHANGE ORDER 15 ISSUED PURSUANT TO: (Specify authortty) THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE CON-
TRACT ORDER NO. IN ITEM 10A,

£

8. THE ABOVE NUMBERED CONTRACT/ORDER IS MODIFIED TO REFLECT THE ADMINISTRATIVE CHANGES (such cs changes in paying office,
appropristion date, etc.) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(b). -

C. THIS SUPPLEMENTAL AGREEMENT IS ENTERED INTO PURSUANT TO AUTHORITY OF:

D. OTHER (Specify type of madification and authority) This unilateral modification confirms and is issued
X |pursuant to telcon between E. Robinson (NAVSUP) and J. Smiley (Timely) on 96 JAN 02.

E. IMPORTANT: Contractor is not, D is required to sign this document and return ________ copies to the issuing office.
14. DESCRIPTION OF AMENDMENT/MOOIFICATION {Or ized by UCF headinge, including solicitation/contract subject matter where feasible.)

The above referenced purchase order is modified as follows:

1. Part No. for Item 0001 is changed from WZX12 to WzZX13.

2. Unit Price of Item 000l in Block 22 is changed from $2.00 to $3.00!
Amount in Block 23 for Item 0001 is changed from $20.00 to $30.00.

3. As a result of the above changes, the total amount of the order shown in Block 25
is changed from $150.00 to $160.00.

Excu:; as provided herein, 3l terms ana conditi of the referenced in Item 9A or 10A, as heratofors changed, remains unchanged and in full force
and effect.
1SA. NAME AND TITLE OF SIGNER (Iype or print) 16A. NAME AND TITLE OF CONTRACTING OFFICER (Z¥pe¢ or print)

W. P. MACK

Supervisory Purchasing Agent

158. CONTRACTOR/OFFERCR 15C. DATE ‘STGNED 168. UN TED@‘%RICA 16C. DATE SIGNED
BY i I 96 JAN 02

(Signature of person authorized to sign} (Signature of Contracting Officer;
NSN 7540-01-152-8070 30-105 STANDARD FORM 30 (REV. 10-83)
PREVIOUS EDITION UNUSABLE . Prescribed by GSA

Enclosure (1)} 7-10 FAR {48 CFR) 53.243



1.CONTRACT 1D CODE PAGE OF PAGES
AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT 1 1
2. AMENDMENT/MODIF!CATION NQ. 3. EFFECTIVE DATE &, R.EQUISITION/EURCHASE REQ. NO. 5. PRQJECT NO. (If applicadle )
POOOOL 96 JAN 02 N00023-5362-~3212 :
T ESCESEY cone NOG023 7. ADMINISTERED BY (I7 other than ltem Z— l
Purchase Department
Naval Supply Systems Command
1931 Jefferson Davis Highway SAMPLE CHANGE ORDER
Arlington, VA 22241-5360 D
POC: E. Robinson, Code 21G, (703) 607-0712
8. NAME AND ADDRESS OF CONTRACTOR (No., street, county, State and ZIP Code) ) |9A. AMENDMENT OF SOLICITATION NO.
XYZ Company
4321 Zero Street 98. DATED (SEE I7EM 11)

Yashington, D.C. 20003-5148

10A. hNnngF‘ICATION OF CONTRACT/ORDER

X N00023-96-¥-0399
FAX: M. Zee (703) 555-1234 108. DATED (SEE I7EM 13)
CODE 12345 |FACILITY CODE 95 DEC 28
11. THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS
D The above numpered solicitation is amended as set forth in Item 14, The hour anc date specified for receipt of Offers D is extended, D is not ex-
tended.
Offers must acknowledge receipt of this amendment prior to the hour and darte specified in the solicitation or as amended. by one of the foliowing methods:

{a) 8y completing Items 8 and 15, and returning copies of the amendment: (b) By acknowiedging receipt of this amendment on each copy of the offer
submittad: oc {c) By separate letter or teiegram which includes a reference 1o the solicitation and amendment numbers. FAILURE OF YOUR ACKNOWLEDG.
MENT TO BE RECEIVED AT THE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT
IN REJECTION OF YOUR OFFER. if by virtue of this amendment you desire to change an offer already submitted, such change may be made by telegram or
letter, provided each telegram or letter makes reference to the soficitation and this amendment, and is received prior to the opening hour and date specified,

12. ACCOUNTING AND APPROPRIATION DATA (If required)

13. THIS ITEM APPLIES ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS,
IT MODIFIES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14.

) |A- LHIS CHANGE ORDER IS ISSUED PURSUANT TO: (Specify authority) THE GHANGES SET FORTH IN ITEM 14 ARE MADE IN THE CON-
V! " TRACT ORDER NG. IN ITEM 10A. X i
X FAR 52.243-1, Changes--Fixed Price

B. THE ABOVE NUMBERED CONTRACT/ORDER 1S MODIFIED TO REFLECT THE ADMINISTRATIVE CHANGES (such as changes in paying office,
appropristion date, ete.) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(b).

C. TH15 SUPPLEMENTAL AGREEMENT IS ENTERED INTO PURSUANT TGO AUTHGRITY OF:

D. OTHER (Specify type of modification and authority)

E. IMPORTANT: Contractor is not, D is required to sign this document and return ________ copies to the issuing office.

14, DESCRIPTION OF AMENOMENT/MQODIFICATION (Organized by UCF ion headings, inctuding solicitation/contract subject ter where feaaibie.)

Change the method of shipment from ground freight to express air freight.

Change required delivery date from 31 Jan 1996 to 9 Jan 1996.

Ex:ep{: astprovlccd harein, all terms and conditions of the document referenced in Iterm 9A or 10A, as heretofors changed, remains unchaaged and in full force
and effect.

TSA-NAME AND TITLE OF SIGNER (T9p¢ oF Print 16A. NAME AND TITLE OF CONTRACTING OFFICER (1ype or print)
W. P. MACK
Supervisory Purchasing Agent

T e gy o —

15B. CONTRACTOR/OFFEROR 15C. DATE SIGNED 168.:)%50@1‘55 OF AMERICA 16C. DATE SIGNE
P
BY : [ m”
(Sig 96 JAN 02

(Signature of person authorized to sign) ture of Contracting Officer)

NSN 7540-01-152-8070 30-105 STANDARD FORM 30 (REV. 10-83)
PREVIOUS EDITION UNUSABLE 7-11 Prascribed gyé ’Gga s
- FAR {48 C 3.24

Enclosure (1)



- CONTRACT |0 CO DB e rmsmmen
AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT " EONTRASTID CoBE AGIE T F;GES
2 AMENDMENT/MQOIFICA TION NO. 3. EFFECTIVE DATE ) 3 REZUISITION/PURCHASE REQ. NG, |5 FROTECT NGO I sppiissis)
POOCOL 96 JAN 02 '¥00023-6002-0001
6. ISSUED a‘v cooe NO0O23 7. ADMINISTERED 8Y (If other than ftem §) CoDE l
Purchase Department : ’
¥aval Supply Systems Command
1931 Jefferson Davis Highway SAMPLE_SUPPLEMENTAL AGR
Arlington, VA 22241-5360 | FEEEEESSsssS TUSSssnEEsSssss
POC: E. Robinson., Code 21G, (703) 607-0712
8. NAME AND ADORESS OF CONTRACTOR (No., streec, councy, State end ZIP Coae) TARS AMENDMENT OF SOLICITATION NG,

XYZ Company
4321 Zero Street 98. OATED (SEE [TEM 11}
Norfolk, VA 20003-1234

10A. xgoxmcanow OF CONTRACGT/ORDER

X NO0023-96~-0111
108. DATED (SEE ITEM 13)
c2csE - 13480 |FACILITY CODE 95 DEC 28
11. THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS
'.___‘ The acave ~urzaren soifciation is sMmended as 2or forn in ltem 14, The hour 2z o272 soeerfian - raceicy of Dfars D ‘s extencon D s ~oT 2x-

tenceq,
Qtfers must a&knowlea;e receiot of this amenament prior 10 the hour ang cate soecifies in *ne solicitaton ar as amencea, by one of he fallowing metnoas:

(@) 8y comoteting Items 8 and 15, ana returning copies of the amenament: {H) 3y acknowiedaging receict of this amenament on eacn copy of the oifer
sucmittec: or g} Sy secarate ietter or tetegram waich inciudes a reference to the scricirat en and amenament aumeers. FAILUARE OF YCUR ACKNCWLEDS-
MENT TO 8E RECZIVED AT THE PLACE DESIGNATED FOR THE QECEIPT OF OFFZRS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT
IN REJECTION OF YOUR OFFER. If by virtue of this amengment Yyou Qesire 10 change an offer aireagy submitted. sucn change may be made by telegram or
letter, croviced eacn telegram or letter makes reference to the solicitation and this amercrment, and is received arior 5 the ocening nour and date specified.

12. ACCOUNTING AND APPROPRIATION DATA (If required)

_ACRN: Aa Net Increase: $114.00
13. THIS ITEM APPLIES ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS,
IT MODIFIES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14,

W) A. THIS CHANGE ORDER IS ISSUED PURSUANT TO: (Spectfy authority) THE CHANGES SET FORTH IN ITEM 14 ARE MADE 1M THE CONe
L TRACT ORDER NO. IN ITEM 10A.

8. THE ABOVE NUMBERED CONTRACT/ORDER 1S MODIFIED TO REFLECT THE ADMINISTRATIVE CHANGES (such as changes in paying office,
appropristion date, etc.) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103¢(b).

C THIS SUPPLEMENTAL AGREEMENT 1S ENTERED INTO PURSUANT 7O AUTHORITY QOF:

X 10 U.S.C. 2304(qg)

D. OTHER (Specify type of modification ond autRority)

E. IMPORTANT: Contractor D is not, E is required to sign this document and return .2 copies to the issuing office.
14. DESCRIPTION OF AMENOMENT/MODIFICATION {Or oy UCF heodings, inciuding soii /contract sutyect motter wnere feasidie.)

Due to the need to increase the number of lighting fixtures, the purchase order referenced
in Block 10A above is modified as follows:

Change the Quantity in Block 20 for Item 0001 from 10 each to 15 each,

The Unit Price remains the same; but change the Amount in Block 23 for Item 0001
from $228.00 to $342.00. ’

Due to the above changes, the total amount of the order shown in Block 25 is changed
from $1,500.00 to $1,614.00.

Exgceg a!énrovldud haerein, ail terms and condlitions of the document refersnced In [tam 9A or 10A, as herstafore changad, remains uncnhanged and in full force
ana effect,

15A. NAME ANO TITLE OF SIGNER (Jype or print) 16A. NAME AND TITLE OF CONTRAGCTING OFFICER (Type or print)

A. B. ZEE ¥, P. MACK

73 Prasid Director Purchase Dept
158. CONTRACTOR/QFFEROR 15C DATE SIGNED{168. UNITED STATES OF AMERICA 16C. DATE SIGNED

-
AB. Py By :
{3ignature of person authorized to sign) / 5/76 (St ¢ of Contracting Officer) 96 JAN 02

NSN 7540-01-152-83070 30-108% STANDARD FORM 30 (REV. 10-83)
PREVIOUS EDITION UNUSABLE Prescrided by GSA

FAR (48 CFR) 53.243
Enclosure (1) 7-12



NAVSUPINST 4200.85C

P00001 of N00023-96-M-0111 SAMPLE ONLY
Page 2 of 2

The following checked (IXl) clauses are hereby incorporated in the
above referenced Purchase Order by this Supplemental Agreement:

X FAR 52.243-1 CHANGES -- FIXED PRICE (AUG 1987)
[Applies to order for Supplies]

O rar 52.243-1 CHANGES =-- FIXED PRICE ALTERNATE I
(APR 1984)
[Applies to Services with no supplies]

O FAR 52.243-1 CHANGES =-- FIXED PRICE ALTERNATE II
(APR 1984)

[Applies to Services with supplies]

DFARS 252.243-7001 PRICING OF CONTRACT MODIFICATIONS
(DEC 1991) [Applies to all]

FAR 52.249-1 TERMINATICON FOR CONVENIENCE OF THE
GOVERNMENT (FIXED PRICE) (SHORT FORM)
(APR 15984}

[Applies to order for Supplies or
Services with Supplies]

O FaRr 52.249-4 TERMINATION FOR CONVENIENCE OF THE
GOVERNMENT (SERVICES) (SHORT FORM)
(APR 1984)

[Applies to Services with no supplies]

FAR 52.249-8 DEFAULT (FIXED-PRICE SUPPLY AND SERVICE)
(APR 1984) [Applies to all]

SAMPLE ONLY



1. CONTRACT 10 CODE PAGE OF PAGES
AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT ' 1] 1
2. AMENDMENT/MQODIFICATION NO. 3. EFFECTIVE DATE 3, REQUISITION/PURCHASE REQ. NO. 5. PROJECT NO. (If applicable)
Js01-01 96 MAR 01 NO0023-6075~0123 .
6. ISSUED BY cope | N00023 7.ADMINISTERED BY (If other than item 6) cooe l

Purchase Department

Naval Supply Systems Command
1931 Jefferson Davis Highway SAMPLE UNILATERAL MODIFICATICN
Arlington, VA 22241-5360 TO DELIVERY ORDER UNDER IDTC/IDTPO
POC: E. Robinson, Code 21G, (703) 607-0712

8. NAME AND ADDRESS OF CONTRACTOR (No.. streel. county, State and ZIP Code)

9A. AMENDMENT OF SOLICITATION NO.

¥)
ABC Corporation
123 Zero Street
Philadelphia, PA 20056-1234

98. DATED (SEEITEM 11)

10A. mlngFlCATION OF CONTRACT/ORDER

X N00023-96-D-0012, JSOL
108. DATED (SEE ITEM 13)
cooe L0987 IFACILITY CODE 96 FE2 10

11. THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS
D The above numbered solicitation is amendea 25 set ‘orit in {tem 34 The hour anc date scecified for receipt of Offers D is extancied, D is not ex-
tended, .
Offers must acknowiedge receipt of this amendament prior ¢ tne hour and date specified in the solicitation or as amended, by one of the following methods:

(a) By compieting Itarns B and 15, and returning copies of the amendment: (b} By acknowledging receipt of this amendment on each copy of the offer
submitted: or {c) By separate letter or teiegram which incrudes a reference to the solicitation and amendment numbers. FAILURE OF YOUR ACKNOWLEDG-
MENT TO BE RECEIVED AT THE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT
IN REJECTION OF YOUR OFFER. f by virtue of this amendment you desire t0 change an offer aiready submitted, such change may be made by telegram or
letter, provided each tefegram or letzer makes reference 10 the solicitation and this amendment, and is received prior 1o the opening hour and date specified

12. ACCOUNTING AND APPROPRIATION DATA (I required)
ACRN: AA Net Increase: $1,150.00

13. THIS ITEM APPLIES ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS,
1T MODIFIES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14.

V) A.THIS CHANGE ORDER 15 ISSUED PURSUANT TO: (Specify authority) THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE CON-
[ A TRACT ORDER NO, IN ITEM 10A.

B. THE ABOVE NUMBERED CONTRACT/ORDER 1S MODIFIED TO REFLECT THE ADMINISTRATIVE CHANGES (such as changes in paying office,
approprigtion daote, ete.) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(D).

C. THIS SUPPLEMENTAL AGREEMENT 1S ENTERED INTO PURSUANT TO AUTHORITY OF:

D. OTHER (Specify type of modification and guthority)
X |Unilateral Modification issued pursuant to FAR 52.212-10

E. IMPORTANT: Contractor @ is not, D is requirgd 1o sign this document and return _________ copies to the issuing office.

14. DESCRIPTION OF AMENDOMENT/MOOIF ICATION (Organized by UCF section headings, luding solicitation/contract subject matter where feasible.)
As authorized by the “"Delivery of Excess Quantities" clause in the above referenced purchase
order, this modification hereby changes the payment authorized for the quantities delivered
by the contractor in excess of $250 on ITEM No. 0001. The Het Increase shown in Block 12
was calculated as follows:

ITEM 0001 Quantity Received 24 boxes at $100 per box = $2400.00
= ITEM 0001 Quantity Ordered 10 boxes at $100 per box = $1000.00

GROSS DIFFERENCE = $1400.00
MINUS CLAUSE ALLOWANCE = § 250.00
NET ALLOWABLE INCREASE = 3$1150.00
Change Block @5 TOTAL From: $4,200.00 To: $5,350.00

N

.E::cg: astprovlaad herein, ail terms ana aiti of the d t refarenced in {tem 9A or 10A, as her e changed, r ins unchanged and in full force
ect. N .
15A. NAME AND TITLE OF SIGNER (Type or print) 16A. NAME AND TITLE OF CONTRACTING OFFICER (Type or print)
W. P. MACK
Supervisory Purchasing Agent
158. CONTRACTOR/OFFEROR 15C. DATE SIGNED{168. UNITED STATES OF AMERICA 16C. DATE SIGNED
vl/y.
- BY { ;
(Signature of persor authorized to $ign) (Signature of Contracting Of ficer) 96 MAR 01
. NSN 7540-01-152-8070 30-105 STANDARD FORM 30 (REV. 10-33)
PREVIOUS EDITION UNUSABLE 7-14 Prescrided by GSA

Enclosure (1) FAR (48 CFR) 53.243



NAVSUPINST 4200.85C

CHAPTER 8

PAYMENTS

1. Scope. This chapter provides payment procedures that
apply to all DoN shore purchasing activities.

2. General. The government has an obligation to ensure
contractors are paid in a timely fashion for the supplies and
services they provide to DoN activities. Buyers and
contracting officers must include invoicing instructions for
the contractor and specify the government’s payment procedures
when preparing and issuing orders using simplified acquisition
procedures. This chapter prescribes payment procedures to be
used when issuing FACNET orders, blanket purchase agreements,
purchase orders, delivery orders, or when payment by the
Governmentwide Commercial Purchase Card is authorized in
conjunction with one of these methods.

3. Prompt Payment. FAR 32.9, DFARS 232.9 and NAPS 5232.9
prescribe policies, procedures and clauses for implementing
the Office of Management and Budget (OMB) Circular A-125,
“Prompt Payment.” These references require DoN activities to
pay for supplies or services accepted by the government within
the specified time limits after receipt of a proper invoice in
order to avoid paying the contractor automatic interest
penalties for late payments. FACNET orders, Blanket Purchase
Agreements and Purchase Orders must include FAR clause 52.232-
25, Prompt Payment, unless payment by the Governmentwide
Commercial Purchase'Card.is authorized.

a. Proper Invoice. The clause requires the contractor to
submit a proper invoice to the bllllng office stipulated by
the contracting officer. If the invoice does not comply with
the following requirements, the contractor must be notified of
the defect(s) on the invoice within 7 calendar days (3 days
for meat, meat food products, or fish; and 5 days for
perishable agricultural commodities, dairy products, edible
fats or oils and food products prepared from edible fats or
oils) after receipt of the invoice at the designated billing
office. These reguirements are:

(1) Name and address of contractor;
(2) Invoice date;

(3) Purchase order number, BPA and BPA call numbers,
or contract and delivery order numbers;

8-1
Enclosure (1)



NAVSUPINST 4200.85C

(4) Contract line item number, item descrlptlon,
quantity, unit of measure, unit price and extended price of
supplies delivered or services performed;

(5) Prompt payment discount terms, shipment number
and date of shipment (bill of lading number and weight of
shipment will be shown for shipments on Government bills of
lading) ;

(6} Name and address to which payment is to be sent
(which must be the same as that on the ordering document or on
a proper notice of assignment) ;

(7) Name (where practicable), title, phone number,
and mailing address of person to be notified in event of a
defective invoice; and

(8) Any other information or documentation required
by the terms and conditions stated in the order (such as
evidence of shipment).

b. Payment Due Dates. The payment due date for most

supplies and services is the 30th calendar day after the later
of either the receipt date of a proper invoice by the
designated payment office or the government acceptance date of
supplies delivered or services performed. Special attention
should be given to the payment due dates of no later than:

(1) Seven calendar days after product delivery of
fresh or frozen meat, poultry, fish, or eggs; or their
perishable food products.

(2) Ten calendar days after product delivery of
perishable agricultural commodities or dairy products.

(3) Eifteen calendar days after the date of shipment
or receipt listed on the invoice if the order also contains
FAR clause 52.213-1, Fast Payment Procedure (see the paragraph
entitled “Fast Payment Procedure” below) .

c. Interest Penalties. An interest penalty shall be pald
automatically by the designated payment office if payment is
not made by the above due dates if a proper invoice was
received by the billing office; a receiving report authorizing
payment was processed; and there was no disagreement over
quantity, gquality, or contractor compliance with any contract
term or condition. '

Enclosure (1)



NAVSUPINST 4200.85C

d. Purchaging QOffice Responsibility. FAR clause 52.232-
25 shall be incorporated by reference in the order. Since the
full text is not in the order, the purchasing office should
have a procedure in place for ensuring receiving, inspecting,
accepting and billing office personnel are aware of the time
frames involved in the prompt payment process. In addition,
purchasing personnel must provide the contractor clear
instruction on how and where to submit his/her invoice.

4 Fagt Payment Procedure. The fast payment procedure (Fast

Pay) is designed to allow payment to a contractor prior to
receipt and acceptance of supplies by government
representatives at the destination.

a. Conditions for Use. This payment procedure may only
be used if all the following conditions are present:

(1) Individual orders, including delivery orders
issued against FSS and indefinite delivery type contracts or
purchase orders, are firm-fixed priced supply orders which do
not exceed $25,000;

(2) The destination (i.e., final consignee) is an
afloat unit or U.S. Government agency facility/office located
outside the continental United States (e.g., Alaska, Hawaii,
other overseas locations);

(3) Since payment based on evidence of acceptance at
these destinations can be unduly delayed, Government ownership
will occur (and payment shall be due within 15 calendar days
after receipt of a proper invoice) upon representation by the
contractor that delivery has been made to:

(a) A post office for mailing or common carrier
for shipment to the destination; or

(b) A Government representative at the point of
first receipt/consignment, if the shipment to the final
consignee is by a means other than the U.S. Postal Service or
common carrier;

(4) The contractor agrees to replace, repalir, or
correct supplies not received at the final destination,
damaged in transit, or not meeting purchase requirements if
notified of discrepancies by the contracting officer within
180 calendar days from the date of shipment or receipt at the
first point of consignment; and
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(5) A system is in place to ensure records are
maintained on contractor’s performance under fast payment
acquisitions and timely feedback by requiring activities to
the contracting officer in the case of contractor
deficiencies.

b. Preparation of Fast Pav Orders. Except when orders
are processed via FACNET, all types of orders incorporating
fast payment procedures shall be prepared and issued on a DD
Form 1155, Order for Supplies or Services. The DD Form 1155
shall be prepared in accordance with DFARS 253.213-70 and the
following:

(1) Block 1 shall include Purchase Order, Indefinite
Delivery Type Purchase Order, Contract or Blanket Purchase
Agreement number;

(2) Block 2 shall be left blank unless the DD Form
1155 is a delivery order or confirms a BPA call; then the
delivery order or call number shall be included;

(3) Block 7 shall indicate that administration is
retained by the purchasing office;

(4) Block 8 shall be checked “F.c.b. Other.” The
contractor must agree to prepay transportation or postage
expenses to the final destination or the point of first
receipt by the Government, whichever is applicable. If unit
prices do not include these transportation charges, the order
shall be labeled as required under F.o.b. Origin, Freight
Prepaid terms; : .

(5) Block 10 shall include the date by which the
shipment must be delivered to the post office, common carrier
or the point of first receipt by the Government;

(6) Block 13 shall notify contractor to mail invoice
to payment office indicated in Block 15;

(7) Block 14 shall include the destination address
unless the contractor is to deliver to a location stipulated
as the point of first receipt by the Government. In this
case, Block 14 shall state “See Schedule;” and the schedule
shall include the name and address of the first point of
consignment as the “ship to” location and the name and address
‘of the final consignee as the “mark for” destination;

(8) Block 15 shall include the complete mailing
address and phone number of the payment office;
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(9) Block 17 shall include the words “FAST PAY” in
bold letters;

(10) FAR clause 52.213-1, Fast Payment Procedures and
FAR Clause 52.232-25, Prompt Payment, shall be incorporated by
reference in each purchase order. (In the case of delivery
orders or BPA’s, the clause must have been incorporated in the
basic contract or agreement.)

(11) The final consignee’s copy of the ordering
document shall contain, or have attached to it, instructions
and deadlines for notifying the purchasing office (listed in
Block 6 on the DD Form 1155) if supplies are not received,
damaged in transit, or not conforming to specifications in the
order.

c Receipt and Acceptance. The purchasing activity will

establish a system to ensure regular follow-up with final
consignees to ensure the receipt and conformance information
is obtained within required time constraints. The final
consignee shall be required to provide the purchasing office
with a “Report of Receipt, Nonreceipt, or Nonconformance” card,
or other document which includes similar information. The
report is due within 10 days after receipt stating the
material conforms or does not conform to requirements of the
order. The final consignee is also required to notify the
contracting officer of non-receipt of material within 30 days
of receipt date noted in order. A sample card is included at
the end of this chapter. This card is not regquired for
receipt acknowledgment when the purchase reguest is in the
MILSTRIP system or if the purchasing activity has established
alternate procedures to ascertain receipt of supplies
purchased under Fast Pay.

5. Use of the Governmentwide Commercial Purchase Card (GCPC)
as a Payment Method. The GCPC may be used as a payment method
when authorized by the contracting officer. The following
payment procedures supplement the procedures for use of the
Governmentwide Commercial Purchase Card Program discussed in
chapter 6A.

a. Conditjons. The contracting officer may authorize
payment for awards issued via FACNET, BPAs, Purchase Orders,
or Delivery orders against IDTCs or IDTPOs, if authorized in
the order, contract or agreement and subject to the following
conditions:
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(1) Payment by GCPC may only be made by contracting
officers utilizing his/her own purchase card supporting a
single line of accounting. This procedure is not appropriate
for activities supporting multiple customers or
appropriations.

(2) Payments may not be made for more than $100, 000
($50,000 with no FACNET certification) against firm fixed
price orders issued using simplified acquisition procedures
(i.e., purchase orders, BPA calls, or IDTPO’s) . Due to the
special invoicing, review and certification required, payment
by GCPC is not authorized with unpriced purchase orders.

(3) Payments may not exceed $100,000 for firm fixed
price orders against FS$S contracts, indefinite delivery type
contracts, or with government sources of supply (e.g., Federal
Prison Industries).

(4) Delegation of Authority letters/warrants for
contracting officers/cardholders authorized to make payments
shall reflect the authorized use of this procedure and the
appropriate dollar limitations.

(4) Single purchase limits and billing cycle purchase
limits should be established to reflect this method.

b. Contracting Officer Responsibilities

(1) The purchase order, basic contract, or agreement
must contain authorization for payment by GCPC.

(2) The contracting officer placing the purchase
order, delivery order, or BPA call must verbally provide the
contractor his/her card number.

(3) The contracting officer shall notify the
contractor to:

(&) Process charges for the order as a VISA charge
rather than billing against the applicable order number; and

(b) Ensure that shipping documents contain the
applicable purchase order number, contract and delivery order
number, or BPA and call number.

(4) The purchase card account number shall not be

included on any shipping document, etc provided by the
contractor or maintained by the contracting officer.
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c. Document Preparation

(1) If the order to be paid by GCPC is issued on a DD
Form 1155, Blocks 13 and 15 should be marked “See Block 19”7 or
and Block 19 shall include a statement that
payment is to be made via the Governmentwide Commer01al

“See Schedule”,

Purchase Card.

(2) Orders issued via FACNET or purchase order which
authorize payment by GCPC shall not contain any of the
following clauses:

(a)
(b)
(c)
(4)

d. nt

FAR
FAR
FAR
FAR

FAR
FAR
FAR

FAR
FAR
FAR

52.
.213-2
.232-1
.232-3

52
52
52

52.
.232-18
52.

52

52.
.232-25
.232-28

52
52

213-1

232-8

232-19

232-23

n.

Fast Payment Procedures
Invoices

Payments

Payments under Personal
Services Contracts

Discounts for Prompt Payment
Availability of Funds
Availability of Funds for the
Next Fiscal Year

Assignment of Claims

Prompt Payment

Electronic Funds Transfer
Payment Methods

Distribution of the DD Form

1155 shall be in accordance with normal distribution
procedures, except that initial distribution shall not include
a copy to the paying office.
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REPORT OF RECEIPT, NONRECEIPT OR NONCONFORMANCE CARD

REPORT OF RECEIPT, NONRECEIPT, OR NONCONFORMANCE

INSTRUCTION FQR USE
IMPORTANT: Complete and return this card to: Naval Supply Center Code 200

(1) Within 10 days after receipt of material, or
(2) IZf material not received within 30 days after delivery date
specified in the order, cor

(3) I£ nonconforminc material was received

Purchase Order No. Regn. No.

Activity

| Partial Deliverv [ Jrinal pelivery

The supplies listed in the above purchase order were {check one):

3 Received on and conformed to the requirements of the
porder Date '

1 Not received

I ] Received bur reiected ~ SF 364 Report of Discrevancy attached

Receiving Activity Date

Signature official authorized to accept supplies Title Phone

&AVY DEPARTMENT POSTAGE AND FEES PAID
NAVY DEPARTMENT

OFFICIAL BUSINESS DOD-316

Commanding Officer
Kaval Supply Center
City, State, Zip Code
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SAMPLE,
NAVY SHORE ACTIVITY
INTERNAL OPERATING PROCEDURES
FOR USE OF THE
GOVERNMENTWIDE COMMERCIAL PURCHASE CARD PROGRAM

GENERAL

The General Services Administration, Federal Supply Service
(FSS) awarded a contract for Governmentwide Commercial Credit
Card Services to Rocky Mountain BankCard System, Inc. (RMBCS).
The contract provides, at the request of Federal ordering
agencies, Governmentwide commercial purchase cards and
associated serxrvices for civilian and military Government
employees to make purchases for official Government use.

These internal operating procedures provide guidance on the
appropriate use of the program by [insert agency name here]
personnel.

The policy of the [insert agency name here] is to use the
Governmentwide Commercial Purchase Card for purchases not
exXceeding [insert dollar amount here] (amount cannot exceed
the delegated contracting authority). The [insert APC/office
name here] shall manage the Governmentwide Commercial Purchase
Card Program in all operating units to ensure that all
transactions comply the GSA contract guide, NAVSUPINST 4200.85"
series, this instruction, and any other applicable internal
regulations.

USE OF THE I.M.P.A.C.

(This paragraph should be tailored to the activities
circumstances.) The I.M.P.A.C. may be used to purchase
supplies, and services when authorized, in accordance with
Part 13 of the FAR, DFARS, NAPS, GSA Contract Guide,
NAVSUPINST 4200.85 series, HCA instructions, and local
operating procedures. The card may also be used to order
directly from Government required sources (i.e., GSA stock,
FPI, etc). Without exception, the I.M.P.A.C. may only be
used for authorized U.S. Government purchases.

CURRENT PURCHASE CARD CONTRACTOR

I.M.P.A.C. An acronym that stands for "International Merchant
Purchase Authorization Card." These initials will also appear
on forms and cards provided by Rocky Mountain BankCard System,

1 ' Attachment (A) to
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Inc. (RMBCS). RMBCS is the contractor who will maintain all
International Merchant Purchase Authorization Card
(I.M.P.A.C.) accounts, issue cards to cardholders, send
monthly statements to cardholders and Approving Officials and
provide various reports to Agency Program Coordinators.

SETTING UP THE I.M.P.A.C. ACCOUNT

RMBCS will provide the Agency Program Coordinator (APC) with
all the necessary cardholder and Approving Official Account
Set-Up forms. The APC shall distribute the forms to [insert
appropriate office(s)] for completion. That office will
return the completed forms to the APC for processing.
[Electronic account set-up is available under the contract and
agencies should develop a procedure for this process]. The
APC shall submit the completed forms to RMBCS for processing.
The card will be mailed to the cardholder within 5 working
days after the application is received by RMBCS [2 working
days if sent electronicallyl. Upon receipt of the card, the
cardholder must call a 1-800 telephone number at RMBCS to
activate the card. The cardholder must know his/her single
purchase limit and monthly limit to activate the card.

AGENCY/ORGANIZATIONAL PROGRAM COORDINATOR

The agency/organizational program coordinator serves as the
liaison between [insert agency name], RMBCS, and the GSA
Contracting Officer. He/she oversees the I.M.P.A.C. program
and establishes guidelines. Changes to dollar limitations or
authorized merchant codes must be submitted to RMRBCS by the
APC. This person also serves as the focal point for
coordination of the applications, issuance and destruction of
cards, establishment of reports, and administrative training.

The Agency Program Coordinator contact is:

- [Insert name, telephone number, address and office symbol
of individual (s).]

DESIGNATED BILLING OFFICE CONTACT
The appropriate [insert agency name] Designated Billing QOffice
will receive the official invoice from RMBCS and will be
responsible for payment of the official invoice.

The Designated Billing Office contact is:

[Insert name, telephone number, address, and office symbol
of individual (s).]

Attachment (A) to 2
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DISPUTES OFFICE CONTACT

This individual shall coordinate, process and monitor all
disputed purchases, credits or billing errors.

The Dispute Office contact is:

[Insert name, telephone number, address, and office symbol
of individual (s).] :

APPROVING OFFICIAL

The Approving Official is responsible for reviewing the
cardhclder's monthly statement of account to ensure purchases
are made in accordance with the FAR and agency regulations.
The Approving Official may also serve as liaison with the
contacts identified below. The Approving Official shall
enforce the provisions of these internal procedures and
initiate administrative and disciplinary procedures for misuse
of the card in accordance with these procedures. The
approving official will normally be the cardholder’s immediate
supervisor.

CARDHOLDER

The cardholder is the individual to whom a card is issued.

The card bears this individual's name and shall only be used
by this individual to pay for authorized U.S. Government
purchases Prior to making purchases, the cardholder must
receive a delegation of authority from {Insert name/position
of person authorized to delegate authority}. This delegation
will specify the single purchase limit, the billing cycle
purchase limit and the transaction types authorized (Over the—
counter and/or by telephone).

TRAINING

Prior to issuance of a purchase card, all prospective
Cardholders and cognizant Approving Officials must receive
orientation on local operating procedures. The APC or [insert
agency office or individual] shall provide information and
basic instructions on how to use this card to cardholders and
Approving Officials in accordance with agency policy.
Refresher training is required at least every three years for
Cardholders and others involved in the process to ensure
compliance and understanding of contracting authority and
local operating procedures.
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In addition, the APC, prospective Cardholders, and Approving
Officials must successfully complete at least one of the
following:

{1) NAVSUP Commercial Purchase Card Course of Micro-
Purchasers;

(2) A cognizant HCA approved purchase card course that
contains the minimum requirements/curricula covered in the
NAVSUP Commercial Purchase Card Course for Micro-Purchasers;
or

(3) NAVSUP Simplified Acquisition Procedures Course.

All personnel involved in the program will also receive
Procurement ethics training, as appropriate.

DOLLAR LIMITS ASSOCIATED WITH THE CARD

Use of the purchase card by cardholders at [insert activity
name] is subject to a single purchase limit, a monthly
cardholder limit, and a monthly office limit. The purpose of
these dollar limits is as follows:

Single Purchase Limit. The single purchase limit is a

limitation on the procurement authority delegated to the
cardholder by the HA. This dollar limit cannot be exceeded
unless a revised delegation of authority is issued by the HA
raising the limit. Single purchase limits may be assigned to
cardholders in $50 increments.

The billing cycle cardholder
limit is a budgetary limit assigned to each cardholder. The
total dollar value of purchases when using the card for any
billing cycle shall not exceed the billing cycle purchase
limit set for the cardholder. For individuals outside the
procurement office (GS-1105/1102) the billing cycle purchase
limit may be assigned in increments of $100 up to $100,000.
(However, non-procurement officials are always restricted to
$20,000 in any 12-month period).

imit. The monthly office limit is a
budgetary limit established by the [insert individual/office]
for each Approving Official. The limit established by the
[insert individual/office] shall not exceed the sum of the
Approving Official's cardholders’' monthly purchase limits and
should reflect spending history as well as budgetary trends.
Monthly office limits may be assigned in $100 increments up to
$999,900.
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VENDOR AUTHORIZATION

When issuing this card to an employee, authorization codes
shall be established by the APC and shall be incorporated in
the card. Under normal circumstances, merchants are required
to obtain authorization from RMBCS for purchases over $50.00.
However, many merchants now use electronic authorization
methods allowing them to obtain authorization for all
purchases, regardless of amount. When authorization is sought
for a purchase by the merchant, RMBCS' authorization system
will check each individual cardholder's Single Purchase Limit,
the Billing Cycle Purchase Limit, the Approving Official's
Billing Cycle Office Limit, transaction method, and the type
of merchant where the cardholder is making a purchase before
authorization for that transaction will be granted.

CARD SECURITY

The unigue I.M.P.A.C. Visa card that the cardholder receives
has his/her name embossed on it and may be used only by that
person. The card was specially designed showing the great
seal of the U.S. and the words "United States of America"
imprinted on it to avoid being mistaken for a personal credit
card.

It is the cardholder's responsibility to safeguard the
purchase card and account number at all times. The cardholder
must not allow anyone to use his/her card or account number.

A violation of this trust shall reguire that the card be
withdrawn from the cardholder with the possibility of
subsequent disciplinary action. ‘

STANDARDS OF CONDUCT

Employees of [insert agency name here] hold a public trust;
their conduct must meet the highest ethical standards. All
agency employees shall use this card only to purchase supplies
within the guidance of this program. Cardholders and
approving officials acknowledge that making false statements
on purchase card records may provide support for removing the
employee from Federal service. The Government may punish
wrong doers by fine, imprisonment, or both, as stated in
Section 1001, Title 18 United States Code. Unauthorized use
shall have the meaning as set forth in footnote 22, Section
226.12, Title 12 Code of Federal Regulations.

"Unauthorized use” means the use of a purchase card by any
person other than the cardholder whose name appears on the
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purchase card. -“Unauthorized use” also means use of a
purchase card by a contracting officer who exceeds his/her
delegation of authority.

PROCUREMENT INTEGRITY

Contracting officers whose delegation of authority does not
exceed $2,500 and who are authorized to conduct acquisitions
totaling more than $20,000 in any 12-month period are
procurement officials, as defined under Section 27 of the
Office of Federal Procurement Policy Act, as amended, and must
receive procurement ethics training and execute the
procurement integrity certification required by FAR 3.104-12.
As Procurement Officials, the cardholders and approving
officials are subject to administrative actions or remedies as
well as civil and criminal penalties for violations of the
Procurement Integrity Act.

UNAUTHORIZED USE OF A CARD

[insert agency name] shall not be liable for any unauthorized
use of the I.M.P.A.C.

A cardholder who makes unauthorized purchases or carelessly
uses the card may be liable to [insert agency name] for the
total dollar amount of unauthorized purchases made in
connection with the misuse or negligence. Also, the
cardholder may be subject to disciplinary action for
unauthorized or careless use in accordance with the [cite
agency directive].

[Insert agency name] shall be liable for use of the
I.M.P.A.C. by authorized users (cardholders).

RESTRICTIONS ON THE USE OF THE PURCHASE CARD
The card may not be used for the following:
Cash advances (not permitted under any circumstances)
Rental or lease of land or buildings
Telecommunications (telephone) services
(Activity shall list those items that are specific to their

activity in addition to the items listed in the current
version of NAVSUPINST 4200.85)
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MICRO-PURCHASE PROCEDURES WHEN USING THE CARD

1. Prior to soliciting a quotation, the Cardholder must have
an adequately prepared and properly approved purchase reqguest
for commercially available supplies that has been screened for
the use of required sources of supplies.

2. The purchase card shall only be used to purchase supplies
if requirements cannot be satisfied through required sources
listed in FAR Part 8 (i.e., NIB/NISH and FPI). Supplies,
furniture, and equipment available from GSA/DLA stock programs
must be ordered through the system unless the items meet the
test of quality, timeliness, and cost specified in DFARS
208.7003-1. [insert name/office here] is responsible for
screening for required government sources.

3. The Cardholder must have sufficient funds committed by the
comptroller (or by the funds administrator/manager authorized
in local operating procedures) to pay for the purchase.

4. The Cardholder will solicit a quotation and document the
merchant’s quote on the requisition or worksheet.

5. If the merchant’s price is fair and reasonable, the
Cardholder may proceed to purchase the supplies. This may be
accomplished:

a. Over-the-Counter when the cardholder goes to the
merchant’s place of business to make the purchase and the
supplies are immediately available; or

b. Over-the-Phone where orders are placed by phone and
the contractor delivers the supplies to the activity or
government pick-up is authorized. The Cardholder must confirm
as part of the award process that the merchant agrees:

, (1) Not to charge the purchase card account until all
items are shipped.

(2) Not to back order items or deliver partial
quantities. -

(3) To deliver, or have available for pick-up, all
item(s) no later than 30 days from the date of the order.

(4) To include the following information on the
shipping document or packing list:

(a) Merchants name and address;
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(b) Annotation to forward document to the
Cardholder by name and code (but no account number should
appear on shipping document) ; '

(c) Date of order;
(d) Requisition number/job order number;
(e) Date of delivery or shipment; and

(f) Itemized list of supplies furnished, including
quantity.

6. Whether the purchase is made Over-the-Counter or over-the-
phone, the following applies:

a. The cardholder shall not buy supplies when he/she is
the requisitioner; unless the goods are delivered, inspected
and accepted by other activity personnel or the purchase is
specifically approved by the Approving Official.

b. Merchant’s should be reminded not to charge sales tax,
unless the location of the merchant’s business is in a state
that does not afford the Federal Government a tax- exempt )
status under its state and local laws (e.g., Arizona, Hawaii).

c. Certify that the quantity and quality of the items
furnished are in accordance with the agreement (verbal or
written) with the vendor.

d. Ensure that the fee paid by merchants is not added to
the price of items purchased by cardholders.

7. A log shall be used to document or record telephone
purchase card transactions. The documentation should be held
until the monthly billing statement is received and then
attached to the statement when it is submitted to the
approving official.

DOCUMENTATION, RECONCILIATION, AND PAYMENT PROCEDURES

Any time a transaction is made using the card, whether it is
done over-the-counter or by telephone, a document shall be
retained as proof of purchase. These documents shall later be
used to verify the transactions shown on the cardholder
monthly statement.
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1. When a transaction is made over-the-counter, the
cardholder shall obtain the customer copy of the charge slip,
which shall become the accountable document (make sure all
carbons are destroyed).

2. When making transactions by phone, the cardholder shall
document the transaction on a log and attach any shipping
documents associated with the transaction.

INVOICING PROCEDURES

RMBCS will provide and distribute three monthly documents
within 5 working days after the end of the 30-day billing
cycle.

1. Cardholder Statement of Account - éll purchases, credits,
and other transaction data that the cardholder has made in the
monthly billing cycle.

2. Approving Official Account Summary - a record of all
cardholder activity for which he/she has approving authority
and a summary sheet for the current cycle.

3. Finance Office Official Invoice - The official invoice
provides summary data for each cardholder and approving
official.

RECONCILIATION

(Reconciliation procedures will vary by activity requirements
and accounting processes, however should address the
following. ) .

CARDHOLDER. At the end of each monthly billing cycle, the
cardholder shall reconcile the information on his/her
statement by filling in the appropriate accounting
classification in the accounting code block, if different from
the master accounting line, and a description for each
transaction. The cardholder must then sign the statement,
attach all supporting documentation [insert specific agency
procedures here] and forward to the approving official or
designated alternate. The cardholder shall check each
transaction on the statement to verify the accuracy. If an
item has been returned and the credit voucher received, the
cardholder shall verify that the credit is reflected on the
statement. If transactions and credits are not on the next
monthly statement, the transaction documentation shall be
retained by the cardholder until the transaction or credit
appears on the statement. If the transaction or credit does
not appear on the next monthly statement, the cardholder or
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approving official shall notify [insert name of official here]
to resolve and reconcile the statement. The cardholder must
sign the monthly statement and forward it to the approving
official within [ ] working days of receipt [insert agency
brocedures here]. If the cardholder cannot review the
statement at the time that it is received, the approving
official is responsible for reviewing and certifying ‘the
cardholder's statement. The approving official shall meet
with the cardholder upon his/her return to go over the
cardholder's statement.

MISSING DOCUMENTATION. If for some reason the cardholder does
not have documentation of the transaction to send with the
statement, he/she must attach an explanation that includes a
description of the item, date of transaction, merchant's name,
and why there is no supporting documentation.

APPROVING OFFICIAL. The approving official is responsible for
reviewing and signing the cardholder's monthly statement of
account and forwarding the cardholders' statements of account
to the designated billing office (insert specific agency
procedures here] within [insert # days here] days after the
end of the billing cycle.

BILLING ERRORS AND DISPUTES

STATEMENT OF QUESTIONED ITEMS. If a cardholder receives a
statement that lists a transaction for merchandise that has
not been received, or a transaction which includes an
unauthorized charge, the cardholder (or the approving
official) must notify the Dispute Office contact and complete
the Cardholder Statement of Questioned Item form. RMBRCS will
credit the transaction until the dispute is resolved. In
addition, a copy of the form must be attached to the
cardholder's monthly statement and sent to the appropriate
Designated Billing Office.

DEFECTIVE ITEMS. If items purchased with the card are found
to be defective, the cardholder has the responsibility to
obtain a replacement or correction of the item as soon as
possible. If the merchant refuses to replace or correct the
faulty item, then the purchase of the item will be considered
in dispute. Items in dispute are handled in the same manner
as billing errors.
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CONTACT WITH RMBCS

RMBCS shall be contacted by cardholders only to report a LOST
OR STOLEN card. All other questions shall be directed to the
contacts listed in these procedures.

LOST OR STOLEN CARDS

Telephone Notification. If the card is lost or stolen, it is
important that the cardholder must immediately notify Rocky
Mountain BankCard Systems, Inc. at one of the following phone
numbers. These phones are manned 24 hours per day:

Inside of CONUS call: 1-(800)227-6736
Outside of CONUS call collect: (303)585-5200

Written Notification. The cardholder must also notify his/her
approving official of the lost or stolen card within one (1)
work day after discovering the card missing. The approving
official shall submit a written report to the APC within
[insert agency procedure here] workdays. The report shall
include: :

- the card number;

- the cardholder's complete name;

- the date and location of the loss;

- if stolen, date reported to police;

- date and time RMBCS was notified;

- any purchase(s) made on the day the card was
, lost/stolen; and

- any other pertinent information.

Card Replacement. RMBCS will mail a replacement card within 1
business day (or 2 business days if outside CONUS) of the
reported loss. A card that is subsequently found by the
cardholder after being reported lost or stolen shall be cut in
half and given to his/her approving official or the APC. The
APC shall notify RMBCS that the card has been destroyed.

SEPARATION OF CARDHOLDER
Upon separation of a cardholder, the cardholder must surrender

the card to his/her approving official or APC. The APC shall
notify RMBCS to cancel the account.
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TRANSFER OF CARDHOLDER TO ANOTHER APPROVING OFFICIAL

[Insert activity specific guidance similar to the following.]
If a cardholder is transferred to another office with the same
bureau or sub-unit, the cardholder's account may simply be
transferred to the approving official at the end of the
current billing cycle. However, the APC, approving official,
and cardholder shall ensure that all transactions are
completed and that there are no unresolved disputes before
transferring the account. If a cardholder moves to a
different approving official outside the bureau or sub-unit,
the cardholder account shall be cancelled. The new approving
cfficial shall determine if the employee will be a cardholder
within his/her office and if so, a new account shall be
established. ’
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