
*

I

a

m * mmwd ~ ti WW.
11. SCHEDULE (/ncfude ap)

TEM No. SUWIES=RVICES

[*) (b}

.

●✎10 CALENDAR OAYS

12. DISCOUNT FOR PROMPT PAYMENT >

I

NOTE: Ad~tional provisions and representations I are are I
13. NAME AND AOORfSS OF OUOTER

t. NAME OF OUOTER

, b. ~WET AODWSS

9 d. CITY e. SATE f. 2P CODE

20 CALENOAR DAYS

Iaached.

ZNDAR OAYS

mouNr “

(n

d. CALENOAR OAYS

NUMBER PERCEWAGE

I

. SIGNATURE OF PERSON AUTHOWED TO 15. OATE OF OUOTATION
IIGN auOTATION

16. SIGNER

WE~Ym w *V b. TELEPHONE

! t I I
AUTHOWZEO FOR LOCAL PRODUCTION

%evIom Edi~@nhotUsaNc . 3-$
STANDARD FORM 18 [Rev. 6“95) fRPsV3)
Pr~;W by G= . FAR 148 c~53.2tS-l(d
Enclosure (1)



NAVSUPINST 4200.85C

THE FOLLOWING PAGES INCLUDE SOLICITATION PROVISIONS ~
CONTRACT CLAUSES, WHICH WY BE APPROPRIATE TO A SOLICITATION
AND ORDER AND SHOULD BE INCORPORATED AS APPLICABLE. THESE
PAGES SHOULD NOT BE USED AS AN ATTAC-NT TO SOLICITATIONS,
HOWEVER, CONTRACTING OFFICERS NAY USE THE FOLLOWING
=O~TXON TO DEVELOP LOCAL CLAUSE SHEETS, AS APPROPRIATE.

(Include in all Solicitations)
FAR 52.252-1 SOLICITATION PROVISIONS INCORPORATED BY REFERENCE

(~ 1988)

This solicitation incorporates one or more solicitation
provisions by reference, with the same force and effect as if
they were given in full text. Upon re~est, the Contracting
Officer will make their full text available.

(The following provisions may apply to a solicita~ion and should be
selected on a case by case basis. The provisions shown below are
provided by reference. However, when the contractor is rewired to
‘fill-inn, or provide information the provision should be
incorporated in fu22 text.)

FAR 52.204-3 TXPAYER IDENTIFI~TION (MAR 1994)—
(Use when the ~ote is for a service exceeding $600)

FAR 52.207-4 Economic Purchase Quantity ~ Supplies (AUG 1987)—
(Use when the contractor is asked to ~ote on economic

purchase ~antities)

DFARS 252.210-7000 BRAND NAME OR EQUm (DEC 1991)—
(Use when the solicitation uses a brand name or e~al

purchase description)

FAR 52.210-6 LISTING OF USED OR RECO~ITIONED MATERI~,—
RESIDUW I~NTORY, AND FORMER GOVERNMENT
SURPLuS PROpERTY (APR 1984)

(Use when the solicitation allows the contractor to
provide used or reconditioned material)

3-10
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The following are clauses that, when appropriate, will apply to the
solicitation and will be incorporated in any written order
resulting from the solicitation.

(The following apply to all orders for supplies and/or services)

F&? 52 .252-2 CLAUSES INCORPORATED BY REFERENCE (~ 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 re~est, the Contracting .Officer will make their full text
available.

FAR 52.203-3 GRATUITIES (APR 1984)
FAR 52.222-3 CONVICT LABOR (ApR 1984)
FAR 52.233-1 DISPUTES (MAR 1994)
FAR 52.233-3 PROTESTS AFTER AWARD (AUG 1989)
FAR 52.232-1 PAYMENTS (APR 1984)
FAR 52-232-8 DISCOWS FOR PROMPT PAYMENT (APR 1989)
FAR 52.232-25 PROMPT PAYMENT {MAR 1994)

(The following will apply to all orders for SUPPLIES, or services
involving ehe furnishing of supplies)

FAR 52.212-10 DELIVERY OF EXCESS QUANTITIES (SEP 1989)
F~ 52.225-11 RESTRICTIONS ON CERTAIN FOREIGN PURC~SES

(MAY 1992)
FAR 52.246-1 CONTRACTOR INSPECTION REQUIREMENTS

(APR 1994)
FAR 52.246-16 RESPONSIBILITY FOR SUPPLIES (APR 1984)

(The following will apply to an order for SUPPLIES, or services
involving the furnishing of supplies) (select as appropriate)

FAR 52.210-5 NEW MATERIAL (APR 1984)—
FAR 52.210-7 USED OR RECONDITIONED MATERIAL RESIDUU—

INVENTORY AND FORMER GOVERNMENT SURPLUS
PROPERTY (APR 1984)

FAR 52.212-9 VARIATION IN QUANTITY (APR 1984)—
(Item Nufiers

% Increase, % Decrease)

FAR 52.223-3 ~ZARDOUS MATERIAL IDENTIFICATION AND—
MATERIAL SAFETY DATA (NOV 1991)

5FARS 252.223-7001 ~ZARDOUS WARNING WELS (DEC 1991)—

3-11
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(Choose One)

—

—

—
—

—

FAR
FAR

FAR
FAR
F~
FAR

52.247-30

52.247-32

52.247-34

52.247-35

52.213-1
52.213-2
52.232-18
52.232-28

F.O.B. ORIGIN, CONTRACTOR’S FACILITY
(APR 1984)
F.O.B. ORIGIN, FREIGHT PREPAID (~ 1988)
Estimated Freight Amount:
From City & State:
F.O.B. DESTINATION (NOV 1991)
F.O.B. DESTINATION, WITHIN CONSIGNEE’S
PREMISES (APR 1984)

(Select, as appropriate)
FAST PA~ENT PROCEDURE (AUG 1988)
INVOICES (APR 1984)
AVAI~ILITY OF F~S (APR 1984)
ELECTRONIC -S T~SFER PAYMENT METHODS
(APR 1989)

(The following clauses, if checked, will apply to an order for
SZRVICES)

FAR 52.213-3 NOTICE TO SUPPLIER (APR 1984)—
(Use if an Unpriced Order is issued)

FAR 52.237-2 PROTECTION OF GOVERNMENT BUILDINGS,—
EQUIPMENT AND VEGETATION (APR 1984) .

(Use if work will be perfomed on Government property)

3-12
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CWTER 4

SOLICITATION OF QUOTATIONS EXCEEDING $2,500

1. -. This chapter prescribes simplified acquisition
procedures to be followed when soliciting quotations for the
purchase of supplies or services with an anticipated value
exceeding $2,500.

2. 1!1SQ
.

Ce Unless exempted by the head of the
contracting act;vity or acquisitions are made through FACNET,
each contracting office shall maintain a source list (or
lists, if more convenient) and shall record on the list the
file status of each source (when the status is made known to
the contracting office) in the following categories:

Small business
;: Small disadvantaged business
c. Women-owned small business

The status information should be used to ensure that small
business concerns are given opportunities to respond to
solicitations issued using simplified acquisition procedures.
New sources disclosed by customers, the activity’s small
business specialist, responses to solicitations, etc. , should
be reviewed and added to the source list.

3.

a.

(1) The Federal Acquisition Computer Network (FACNET)
is a governmentwide systems architecture for the acquisition
of supplies and services that provides for electronic data
inter-change (EDI) of acquisition information between the
government and the private sector. Full FACNET capability
allows purchasing activities to electronically:

(a) Provide expeditious and widespread public
notice of simplified acquisition opportunities, and issue
solicitations to prospective quoters;

(b) Receive responses to solicitations and
associated requests for information from ~alified contractors;

(c) Receive questions regarding solicitations from
interested parties, if practicable;

4-1
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(d) Provide public notice of
acquisition orders (including price) ;

awards of simplified

(e) Issue simplified acquisition orders to the
contractor receiving the award, if ~racticable;

(f) Initiate payments to contractors, if
practicable; and

(g) Archive data relating to each procurement
action.

(2) FA~ET allows the private sector to electronically:

(a)

(b)

(c)

(d)
practicable;

(e)

funds transf~~) t

Access notices of solicitations;

Access and review solicitations;

Respond to solicitations;

Receive simplified

Access information

Receive payment by
or other automated

(3) FACNET is the preferred

acquisition orders, if

on awards of orders; and

purchase card, electronic
means, if practicable..

method of soliciting quotes
for simplified acquisitions over the micro-purchase threshold.
Department of Navy (DoN) activities shall acquire supplies and
services via FACNET whenever practicable or cost effective. If
the head of the contracting activity (e.g., COMNAVSUPSYSCOM,
COMNAVAIR-SYSCOM, COMNAVSEASYSCOM, COMNAVFACENGCOM,
COMSPAWARSYSCOM) has made a determination that it is not
practicable or cost effective to process a specific purchase
or class of purchases via FACNET, or FACNET is not available
to an activity, quotations may be solicited through other
appropriate means. The following list of procurements has
been determined to be exempt from the use of FA~ET:

(a) Sensitive or classified acquisitions;

(b) Directed FMS requirements;

(c) Requirements that require non-textual
attachments;

4-2
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(d) Urgent/walk through service, supply, and
subsistence requirements;

(e) Pierside re~isitions;

(f) Local commuting area requirements;

(g) Sole source and Technical Representative
Services;

(h) Actions
contracts;

(i) Actions

issued against established

for performance outside the United
States and its possessions;

(j) Section 8(a) actions; and

(k) Actions not supported by the applicable
procurement automated information system.

(4) Individual determinations regarding cost
effectiveness and practicability of FA~T may be made by the
contracting officer on a case by case basis.

b. So&tation~
. .

al

(1) Requests for quotations for purchase actions not
expected to exceed $25,000, and not processed through FAC~T,
should be solicited orally to the maximum practicable extent.
Soliciting quotations over the phone is normally quicker, and
requires less paperwork and administrative costs, than written
solicitations.

(2) Oral solicitations for purchase actions not
expected to exceed $25,000 may be l~mited to qualified sources
within the trade area in which the contracting office is
located. However, buyers should not limit their solicitations
to well known businesses or suppliers of the same makes or
brands; nor may buyers solicit businesses on a personal
preference basis.

(3) When soliciting a quotation by phone, the buyer
should ask to speak with a Government sales representative.
The buyer should first ask the sales representative the
business size of the vendor; if the solicitation is set-aside
for small businesses, do not ask for any other information if
the vendor is not a small business (see paragraph 6, \’Total
Small Business Set-Aside”) .

4-3
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(4) If the vendor qualifies to provide a quotation,
the buyer must completely describe the customer’s need and ask
the sales representative to provide a ~otation including
manufacturer’s name and part number, unit and extended price,
delivery date, transportation terms, etc. (See Paragraph 11,
“Record of Solicitation” for a more detailed list of the
information the buyer should ask the quoter to provide) .

(5) If the sales representative cannot provide an
immediate ~otation, the buyer should provide a cut-off date
beyond which no further quotations will be accepted. The
buyer must establish a response time which will afford
potential quoters a reasonable opportunity to respond.

c. Written Sollclt~tio~
.,

(1) Written solicitations for purchase actions for
supplies and services not expected to exceed $25,000 should
only be issued when obtaining electronic (FACNET) or oral
quotations is not considered economical or practical.

(2) Written solicitations may be limited to qualified
source in the local trade area and may be considered prudent
or appropriate when:

(a) The anticipated value of the simplified
acquisition exceeds $25,000;

(b) Numerous items are included in a single
action;

(c) Detailed purchase descriptions or statements
of work are involved;

(d) It is necessary to provide documentation such
as drawings, schematics, blueprints, pictures, technical
references, etc. , to each of the prospective quoters; or

(e) The contracting officer determines that a
written solicitation is in the best interest of the Nav.

(3) Written solicitations may be made using the
following forms:

(a) Standard Form 18 (SF18), “Request for
Quotations”; or

Enclosure (1)
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o (b) An approved automated format such as elec-
tronic bulletin boards or official Navy messages.

(4) A SF-18 and solicitation provisions that may be
determined applicable are found at the end of this chapter.
Contract clauses that may be determined to be appropriate for
the solicitation and resulting order may be found in chapter
6D, Purchase Orders.

(5) Written solicitations may be sent to potential
quoters via facsimile transmissions
method is determined to be the most
efficient way of soliciting quotes.
for written solicitations remain in

. responses may also be authorized.,

if the use of such a
cost effective and
All of the requirements
effect. Facsimile

.

*

d. Adeaacv of the SOllcltatio~
. .

. Whether soliciting
quotes orally or in writing, the buyer must describe the
requirements in a clear and concise manner to each prospective
quoter. This description must include at least the identifi-
cation of the required supplies or services, the quantities
needed, the delivery date and location, and the deadline for
responding to the solicitation. The solicitation must
establish a response time which will afford potential quoters
a reasonable opportunity to respond. .

4. lJC1
.,

zina So13c2tatio~
.,

a. Buyers and contracting officers must ensure simplified
acquisition needs are adequately publicized in order to:

(1) ‘Increase competition;

(2) Notify small businesses of simplified acquisition
opportunities; and

(3) Broaden the participation of an industry’s small,
small disadvantaged, and women owned small businesses in
meeting Navy requirements.

b. FACNET is the preferred method of publicizing
simplified acquisition actions estimated to exceed $2,500.

c. Pos tins Written so
~. . , n.

The contracting
officer must ensure written solicitations for purchase actions
in excess of $5,000 but not greater than $25,000 have an
unclassified notice or a copy of the request for quotation
posted in a public place. The notice must be posted no later
than the date the solicitation is issued; and remain posted
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for at least ten calendar days or until the deadline for the
receipt of quotations, whichever is later.

e. %no~sj s .

(1) If not publicized via FACNET, all simplified
acquisitions actions (including modifications) anticipated to
exceed $25,000 must be synopsized and have a notice published
in the Commerce Business Daily (CBD) at least 15 calendar days
before issuance of the solicitation unless an exception at FM
5.202 applies to the proposed purchase. Evidence that the
solicitation was synopsized, or a written justification for
not synopsizing, must be retained in the purchase file.. A
formal Justification and Approval is not required. A sample
“Solicitation Synopsis Transmittal Format” is found at the end
of this chapter.

(2) The synopsis must establish a solicitation
response time which will afford potential offerors a
reasonable opportunity to respond.
enough information to receive oral
officer is not required to issue a
solicitation.

5.

If the synopsis contains
quotations, the contracting
separate written

a. The buyer must solicit a reasonable number of ~otes
from qualified suppliers to promote competition to the maximum
practicable extent. In general, at least three quotations
should be solicited from responsible qualified suppliers, who
independently contend for an order and can satisfy the Na~’s
needs in order for competition to be considered adequate. If
practicable, two sources not included in a previous
solicitation should be requested to furnish quotations.
However, all qualified sources must, upon request, be allowed
to submit a quotation if the quote is submitted in a timely
fashion.

b. The following are some of the factors that may
influence the number of quotations that reasonably should be
solicited in connection with any particular purchase:

(1) The nature of the supplies or services to be
purchased and whether it is highly competitive or is relatively
noncompetitive;

(2) The urgency of the proposed purchase;

(3) The dollar value of the proposed purchase; and

4-6
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(4) The inquiries received from potential quoters in
response to the FAC~T advertisement, public posting or CBD
synopsis.

c. The most important element in obtaining adequate price
competition is the purchase description. The purchase
description must describe the supplies or services in a manner
which will encourage maximum competition and eliminate any
restrictive features which limit acceptable quotes to one
contractor’s product whenever possible.

d. The receipt of more than one ~otation is not
necessarily an indication of adequate price competition. The
buyer and the contracting officer must evaluate the quotations
as explained in Chapter 5, “Evaluation of Quotations”, in
order to determine if price competition is adequate.

e. The contracting officer may allow the solicitation to
be restricted to one source, or to only one brand name, if he
or she makes a written determination that only one source or
product is reasonably available to provide the Navy’s
requirements due to the nature or circumstances of the
proposed simplified ac~isition. This determination must be
based on an acceptable justification, provided by the
customer, explaining why the item is the.only one that will
meet the government’s requirements. Statements such as “only
known source” or “only source which can meet the required
delivery date” are inadequate and insufficient to support a
sole source purchase.

f. &tivjty Review ~t for cO~et=tlo~, ,,

Activities with contracting authority in excess of $2,500
shall establish appropriate internal review procedures to
ensure that competition is maximized.

6.

~. Each proposed acquisition with an
anti~~pated total delivered price exceeding $2,500, but not
exceeding $100,000, to be acquired in the United States (U.S.
including its territories and possessions, Puerto Rico, and
the Trust Territory of the Pacific Islands) is reserved
exclusively for small businesses and shall be set-aside,
unless the contracting officer makes a determination to
dissolve the set-aside. Foreign concerns shall not be
solicited or awarded acquisitions reserved for small
businesses.

4
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b. . A small business concern is
defined as a business (including its affiliates) that is
independently owned and operated, not dominant in the field of
operation in which it is quoting, and qualified as a small
business under the criteria and size standards in FAR 19.102.
The size standards further state that any concern that
proposes to furnish a product which it did not manufacture, is
deemed to be a small business when it has no more than 500
employees and furnishes a product of a small business
manufacturer or producer providing a domestic end product.

Not3flcatjon of,.
c. Set-Asid~ . men a purchase action is

set-aside, the buyer shall notify potential quoters that the
solicitation is restricted to small businesses providing a
product of their own manufacture or that of another small
business. FACNET and written solicitations shall include the
provision at F= 52.219-6, “Notice of Total Small Business
Set-Aside” . If the solicitation is oral, the information
contained in the provision or its alternate must be given to
potential quoters. Potential quoters must be notified that:

(1) Quotes will be solicited only from small business
concerns offering the product of a small business concern;

(2) Quotes received from vendors that are not small
businesses offering the product of a small business shall be
considered nonresponsive and will be rejected; and

made to

c.

(3) Any award resulting from the
a small business.

Size Sta-ds Representation

solicitation will

(1) Size Standard= . After reviewing the purchase. .
description or statement ot work, the buyer must determine

be

the
approp~iate standard industrial classifi~ation (SIC) code and
the related small business size standard; and include them in
the solicitation.

(2) Provi=+on FACNET and written solicitations shall
include the provision-at FAR 52.219-1, “Small Business Program
Representations” . If the solicitation is oral, the
information asked for in the provision must be solicited from
potential quoters.

(3) Ouoter /s Rewresentatio n. To be eligible for award
under a small business set-aside, a quoter must represent in
good faith that the vendor is a small business as of the date
the quotation is submitted. The buyer/contracting officer

4-8
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shall accept the Quoter’s representation unless (1) another
quoter or interested party challenges the vendor’s
representation or (2) the contracting officer has a reason to
question the representation. Challenges of and questions
concerning a specific vendor’s representation shall be
referred to the Small Business Administration (SBA) in
accordance with F= 19.302.

d. Set-aside Proced~

(1) When the buyer solicits an ade~ate nutier of
small business concerns and receives one or more acceptable
small business quotations, the contracting officer may make
award, if the price quotation is reasonable and the small
business is considered responsible.

e. Dissol vina the Set-As+de

(1) The contracting officer may dissolve the small
business set-aside when a determination has been made that
there is no reasonable expectation of obtaining quotations
from two or more responsible small business concerns
(providing the product of a small business manufacturer) that
will be competitive in terms of market price, quality, and
delivery.

(2) If the contracting officer proceeds with the set-
aside, but does not receive at least one quotation at a
reasonable price from a responsible small business, the set-
aside may be dissolved and the purchase may be continued on an
unrestricted basis. (This will require amending the
solicitation to delete the set-aside clause before reissuing.)

(3) The decision to dissolve the set-aside must be
documented in the purchase file. Normally, the buyer prepares
a recommendation to dissolve the set-aside and forwards it to
the contracting officer for his or her determination.
However, if the anticipated purchase price exceeds $10,000, the
buyer must consult with the Small Business Specialist for
assistance in finding small business sources prior to
forwarding the recommendation to dissolve the set-aside to the
contracting officer. The contracting officer must review the
findings made by the buyer (and, if applicable, the Small
Business Specialist) and make a written determination to
dissolve the set-aside. (See the sample “Determination to
Dissolve the Total Small Business Set-Aside” at the end of
this chapter.)

4-9
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f. yon-~turer Is Rti . FAR 52.219-6 requires the
small business contractor to quote on products of his own
manufacture or those manufactured by another small business.
If the contracting officer wishes to proceed with the set-
aside rather than dissolving and soliciting on an un-
restricted basis, and the product does not fall into a class
for which the SBA has determined that there are no small
business manufacturers, the contracting officer may request an
individual waiver from SBA. Once the waiver is received the
contracting officer may proceed with the small business set-
aside, incorporating FAR 52.219-6, Alternate I, in the
solicitation.

9. If it is determined that a quotation should be
requested for a foreign made product, the Small Business Set-
Aside must be dissolved. Once the solicitation is on an
unrestricted basis, or if FAR 52.219-6, Alternate I is
incorporated, quotes on foreign products may be accepted.
However, that does not relieve the contracting officer of the
provisions of FAR Part 25, and DFARS Part 225 regarding
foreign acquisitions.

a. ~. The Buy American Act applies to supply
orders and to orders for services that involve the furnishing “
of supplies. DoD activities are required to buy domestic end
products as prescribed at FAR 13.105, FAR 19.102, FAR Part 25
and DF~S Part 225. Buyers, contracting officers and quoters
must use the definitions found in the clause at DFARS 252.225-
7001, “Buy American Act and Balance of Pa~ents Program,” in
order to determine if the articles, materials and supplies are
considered domestic end products.

b. tinw. The Buy American Act shall not apply to
the purchase of articles, materials, and supplies if one or
more of the following exceptions to the Act apply.

(1) The product is being purchased for use outside the
United States (which includes its possessions and Puerto Rico;
but does not include leased bases or trust territories.

(2) A determination is made that the cost of a
domestic end product is not reasonable. This determination

shall be made by evaluating quotes in accordance with the
procedures at DFARS 225.105 and Chapter 5, “Evaluation of
Quotations Exceeding $2,500”.

Enclosure (1)
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(3) When it has been determined that domestic
preference would be inconsistent with the public interest.
DoD has made that determination for products produced or
manufactured in the countries listed as “qualifying countries”
at DFARS 225.872-l(a) . Additional determinations may be made
on a case by case basis in accordance with DFARS 225.872-l(b) .

(4) The product is not mined, produced, or manufactured
in the United States in sufficient and reasonably available
commercial quantities of a satisfactory quality. DoD has
determined that the articles, materials, and supplies listed
at F~ 25.108, DFARS 225.102 and DF~S 225.108 qualify for
this exception.

c. Nona vai~l itv Dete rminatio~. A determination that
an article, material, or supply is not reasonably available is
required where no domestic offer is received or when domestic
offers are insufficient to meet the requirement and award is
to be made on a nonqualifying country end product. This
determination must be approved as discussed in F~
25.102(b) (1) and DFARS 225.102(b).

d. Solicitation Provision and Clause Re~rement~

(1) When quotations are solicited in writing (including
FACNET) , the buyer will include the following provisions and
clause as prescribed by DF~S 225.109 (unless the required end
product is exempt from the Act) :

(a) The clause at DFARS 252.225-7001, “Buy
American Act and Balance of Payments Program”.

(b) The provisions at DF~S 252.225-7000, ‘\Buy
American Act-Balance of Pa~ents Program Certificate”; DFARS
252.225-7002, \\Qualifying Country Sources as Subcontractors”;
and DF~S 252.225-7003, “Information for Duty-Free Entry
Evaluation” ; in all solicitations that include the clause at
DFARS 252.225-7001.

(2) When quotations are solicited orally, contractors
shall be informed that only domestic end products and
qualifying country end products are acceptable, unless the
provisions of DFARS 225.109(b) apply.

(3) In addition to the provision and clause discussed
above, buyers should review the additional requirements or
restrictions on foreign purchases prescribed in FAR 25.6,
DFARS 225.6, DFARS 225.70 and DFARS 225.71 that may apply to
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the specific acquisition;
clauses required by these

and include any provisions or
subparts when applicable.

8. th Fre_

a.

(1) The North American Free Trade Agreement (NAFTA) is
a trade agreement between the United States, Canada and
Mexico. Canadian and Mexican end products subject to the
NAFTA are those in the federal supply groups (FSGS) listed at
DF~S 225.403-70.

(2) If the solicitation is set-aside as a Total Small
Business Set-Aside under FM 52.219-6, the North American Free
Trade Agreement (NAFTA) does not apply. Buyers and contracting
officers should also see F~ 25.403 and DF~S 225.403 for
additional exceptions.

(3) When the contracting officer dissolves the set-
aside, or the solicitation is issued with the provision at F~
52.219-6 Alternate I:

(a) Buyers must consider any eligible NAFTA
country end product and evaluate each quotation as a
qualifying country end product in accordance with DF~S
225.105 if the estimated value of the eligible product is
$50,000 or more.

(b) Although NAFTA may not apply, quotations for
Canadian end products at any value may be considered and
evaluated as a qualifying country end product since Canada is
also listed as a qualifying countryat DF~S 225.872.

(c) Quotations for Mexican end products estimated
to cost less than $50,000, or which are items that are not
eligible under NAFTA, may be considered and evaluated as a
nonqualifying country end product.

b. wcit-~~e R@~
,, .

The
buyer will include the following provision and clause as

.

prescribed by DF~S 225.408 when the solicitation is on an
unrestricted basis and N~TA applies to the required product:

(1) The provision at DF~S 252.225-7035, “Buy American
Act -- North American Free Trade Agreement Implementation Act
-- Balance of Payments Program Certificate,” instead of DF~S
252.225-7000”; and

4-12
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(2) The ClaUSe at DF~S 252.225_7036, \\North ~merican
Free Trade Agreement Implementation Act”, in addition to DF~S
252.225-7001.

9. Transportation )n SQ7V Orders

a. ~. Transportation and traffic management
factors are important in awarding and administering simplified
acquisitions to ensure that (1) purchases are made on the
basis most advantageous to the Navy and (2) supplies arrive in
good order and condition and on time at the required place.
The contractor and the contracting officer must agree on the
transportation terms and conditions related to the ‘\f.o.b.~~
point .

b. \’~~~ means free on board. This term is used in
conjunction with a physical point (e.g., destination, origin,
vessel, air carrier’s terminal, inland carrier) to determine:

(1) The responsibility
freight charges;

(2) The point at which
normally occurs; and

(3) The point at which
the supplies norfially passes to the Navy. -

and basis for payment of

inspection and acceptance

responsibility for or title to

c.

(1) F.o.b. destination terms should generally be
solicited from all quoters as this transportation term
requires the contractor to make arrangements for shipment and
to be responsible for the material until it reaches our
destination. The cost of transportation is not shown as a
separate item, rather is included in the total cost of the
order. . .

(2) F~ clause 52.247-34, “F.o.b. Destination” should
be included in written solicitations and orders.
52.247-35,

F~ Clause
“F.o.b- Destination, Within Consignee’s Premises”,

should be used when inside delivery or delivery to a specific
room/location in the building is desired.

d. ~.o-b. Origin, Freiaht Pre~aiQ

(1) When f.o.b. destination terms are not obtainable,
~~F.o.b. Origin, Freight Prepaid” is recommended over other
f.o.b. origin clauses when the supplies are unclassified and

4-13
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the shipment will not exceed 150 pounds
commercial air or 1,000 pounds by other

by any form of
commercial carriers.

(2) “F.o.b. Origin, Freight Prepaid”, means free of
expense to the Na~ until the shipment is delivered in the
specified city and state to a U.S. Postal ‘Service facility, to
a carrier’s freight station, to and on board a carrier’s
conveyance, to and placed shipside on the carrier’s wharf
within reach of the ship’s loading tackle, or to any point
located within the same city that is designated by the
contracting officer.

(3) When f.o.b. origin terms are agreed upon:

(a) the contractor is only responsible for the
material until it is delivered to a
shipper/carrier;

(b) the contractor must quote on the cost of the
material and the shipping cost as separate
line items; and

(c) governmento wnership normally occurs when
the contractor delivers the goods to the
shipper. Therefore, the contractor is
entitled to payment for the goods upon
presentation of evidence that the shipment
was received by the shipper/carrier; even if
the shipment was never received at
destination.

(4) The clause at FM 52.247-32, “F.o.b. Origin,
Freight Prepaid”, the city and state from which the shipment
originates, and the estimated freight charges shall be
included in the written solicitation and the ordering
document, or file documentation when an oral order is given to
the contractor.

e. Rvalutlon of Tr~s~ortatiw Te~. The buyer may
include a statement in the solicitation that quotations
submitted on a basis other than f.o.b. destination will be
rejected as nonresponsive when f.o.b. destination only
quotations are desired for shipments originating from and
delivered to locations within CONUS (see F~ 47.305-4, 47.304-
2’, and 13.501) . When the practice within the industry
concerned does not normally include quoting f.o.b. destination
terms, the buyer shall specify that Wotations may be f.o.b.
destination, f.o.b. origin,
oral, the buyer will notify

0; both. - If the soli~itation is
the contractor of the applicable

4-14
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transportation terms and conditions. F~ clause 52.247-45,
“F.o.b. Origin and/or F.o.b. Destination Evaluation;” shall be
incorporated if terms other than f.o.b. destination may be
considered during the quotation evaluation process.

f. ortatlon Account Code (TAC ) . When a
transportation account code is available for the appropriation
financing the purchase, the transportation costs p~~pa~d by
the contractor are not charged directly to the appropriation.
The order shall include the appropriate four-digit TAC to pay
for the freight charges. The TAC to be assigned to the order
is based upon the procuring appropriation that is financing
the purchase as illustrated in the following chart:

ASSIGMENT OF TRANSPORTATION ACCO~ CODE (TAC)

~: m:

17*1506 Aircraft Procurement Na~ (APN) .............. N837
17*1507 Weapons Procurement Na~ (WPN) ............... N839
17*1611 Shipbuilding and Conversion Na~ (S~) ....... N844
17*181O Other Procurement Navy (OPN) ................. N846
17*1804 Operations and Maintenance Na~ (O&MN) ....... N867
17*1806 Operations and Maintenance Naval Reserve(O~~)N888

I
(* = last digit of fiscal year in which funds are available)

g. ~~tractor s FaclJltvt . .

(1) “F.o.b. Origin, Contractor’s Facility” means free
of expense to the Navy when delivered on board a Navy vehicle
or the conveyance of the commercial carrier at the designated
facility, on the named street, in the city and state from
which the goods will be picked up or from which shipment will
be made.

(2) FAR clause 52.247-30, “F.o.b. Origin, Contractor’s
Facility,’r should be incorporated when F.o.b destination terms
are not obtainable and the determination has been made that
picking up the supplies at the contractor’s place of business
(i.e., facility) is in the Navy’s best interest.

(3) With this transportation term, the contractor is
only responsible for the supplies until the order is picked
up . Therefore, it is important for Navy personnel responsible
for picking up an order to visually inspect the condition of
the packaging and compare the packing list to the ordering
document prior to taking possession of the shipment.

4-15
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10. ~ddjtional Terms and CondltlnU
,,

. Each acquisition is
unique and may require the inclusion of additional terms and
conditions in the solicitation and resulting order (e.g.,
hazardous material) . Buyers should refer to the acquisition
regulations and other chapters or enclosures in this
instruction that are pertinent to a specific requirement for
additional guidance. Some that are of particular interest
include:

a. J)abor LaWs . Buyers and contracting officers shall
cooperate, and encourage contractors to cooperate with Federal
and State agencies responsible for enforcing labor requirements
such as safety; health and sanitation; maximum hours and
minimum wages; equal employment opportunity; child and convict
labor; age discrimination; disabled and Vietnam veteran
employment; and employment of the handicapped. As required by

FAR Part 22, buyers must include applicable provisions and
clauses in solicitations and resulting orders.

b. Ser vi~e Contract Act . The Service Contract Act

applies to acquisitions of services in excess of $2,500 where
the services will be performed by “service” employees.
Service employees are essentially blue collar type employees
(e.g., mechanics, helpers, drafters, etc.) . When your
requirement is for services in excess of $2,500 and the
Service Contract Act applies, refer to FAR Part 22.10 for
guidance. (The Service Contract Act does not apply to
services to shipboard services nor services outside the United
States, its territories and Puerto Rico.)

c. Prowt Payment Djscou@. When applicable, the Prompt

Payment Act sets forth the time frames within which the
Government must pay contractors for delivered supplies or
services (see FAR 32.9 and chapter entitled “Payments”) . Many

contractors offer a discount to customers who pay sooner than
the Prompt Payment Act allows. The buyer shall make every

effort to obtain prompt payment discounts as part of each
contractor’s quote. The clause at FAR 52.232-8, “Discounts
for Prompt Payment,” shall be included in written
solicitations and resulting orders that also include FAR
52.232-25, “Prompt Payment.” Since there is no guarantee

payment will be made within the quoted discount period, prompt
payment discounts, although requested and noted on the order
document, will not be considered when evaluating quotations.

d. Economic Ouantjty Djscounts. Each solicitation for
supplies is required, if practicable, to include the provision

at FAR 52.207-4, “Economic Purchase Quantity--Supplies. ” The

provision invites each quoter to (1) state an oPinion on

4-16
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.
whether the quantity of the supplies requested is economically
advantageous to the Government, and (2) if applicable
recommend quantities which would be more economically’
advantageous . If quantity discounts are quoted, a significant
price variation is evident between the requested quantity and
the discounted quantities, and the potential for significant
savings is apparent, the buyer shall consult with the
requisitioner before proceeding with an award. If this
consultation discloses that the Government should be ordering
an item of supply in different quantities and the
requisitioner concurs, the purchase request should be amended
and quotes should be recorded and evaiuated reflecting the
quantities that will result in lower unit prices.

\
11., OQ

a. Regardless of the method of solicitation, all
information obtained during the solicitation must be recorded
in the purchase file. The buyer may record the suppliers
solicited and quotations received on a locally developed
worksheet , a bid abstract sheet, or an electronically generated
worksheet . (A sample Simplified Acquisition Worksheet, that
may be adopted or modified for local use, is at the end of
this chapter. )

m b. Each quotation received in a timely fashion shall be ‘
recorded in the purchase file and shall include at least the
following information:

(1) Identification of quoter including business name,
address, phone number and point of contact;

(2) Date and time quotation received (and quotation
number and expiration date, if applicable) ;

(3) Quoter’s business size representation;

(4) Other representations of Quoter’s qualifications,
if applicable;

(5) Brand name and model, part or catalog number of
each item quoted on;

(5)
produced if

(7)

(8)

Country in which the product was manufactured or
other than the U.S. ;
Unit and extended price for each item or service;

Total price of all items quoted on;

4-17
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(9) Proposed delivery date if different from Navy’s
rewired delivery date;

(lo)

(11)
applicable;

(12)

(13)

Transportation terms and, if applicable, expense;

Quantity or trade discounts offered, if

Minimum order charges, if applicable; and

Prompt Payment Discount, if any.

4-18
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DETE~INATION

REF:

NAVSUPINST 4200

TO DISSOL~ THE TOT~ S-L BUSINESS SET-ASIDE

.85C

[PurchaseRequest and/or Solicitation Number(s)]

1. The purchase of this requirement must be solicited on an unrestricted
basis for one or more of the following reasons:

❑

❑

❑

❑

❑

❑

❑

2.

A large business or foreign Cowtq manufacturer, with no small

business dealer, has been sole sourced as evidenced by the attached
statement.

As evidenced by the attached urgency or mission impact statement, a
large business or forei~ country manufacturer is the only known
source and there is not enough time to wait for small business
responses to public notice or conduct a market search.

No small business responses were received after the required public
notification was made or a market search was conducted.

Although more than one small business was solicited for this
requirement, only one small business quote was received; and the
price is not considered fair and reasonable.

Small business has/have been solicited but cannot meet the
required delivery date and the requisitioner cannot accept a later
date.

The item(s) offered by small business does/do not meet the
salient characteristics required by the re~isitioner. .

Other:

Based on the above information, the Total Small Business Set-Aside is
hereby dissolved in accordance with FAR 13.1os, and the award. for this
requirement shall be made on an unrestricted basis.

PREPARED BY:
Buyer Sign and Date

IF OVER $10,000, ~VIEWED BY:
(Comments on Reverse) Small Business Specialist Sign & Date

APPROVED BY:
Contracting Officer Sign and Date
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1.

2.
3.
4.

5.

6.
.

,
7.

8.”

9.
10.
11.

12.
13.
14.
15.
16.

17.

SOLICITATION SYNOPSIS TRANSMITTAL FORMAT

(In accordance with FAR 5.207)

!! ACTION CODE
(P=Presolicitation Notice/Procurement,
M=Modification of previous notice,
R=Sources Sought, A=Award)

It DATE (WD) transmitted to CBD—..
!! yE~ (~)—

1! FEDERAL INFO~TION PROCESSING STANDARD (FIpS) -ER— -.

!!
— — CONT~CTING OFFICE ZIP CODE

! ! c~sIFIcATIoN CODE
—

!!

(CONTRACTING OFFICE ADDRESS)
!!

(S~JECT)
-Q_ !! PROPOSED SOLICITATION -ER

!~CLOSING RESPONSE DATE (WDW)
!!

(pOINT OF CO~ACT/PHONE -ER)

N/A! ! CONTRACT AWARD -ER
N/A !! CONTRACT AWARD DOLLAR ~0~
N/A! ! CONT~CT LI~ ITEM -ER
N/A !! CONT~CT AWARD DATE
N/A! ! CONTRACTOR

*****

(DESCRIPTION of the Action)

Contracting Officer Approval

4-20
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REQUEST FOR QUOTATIONS ‘
THIS R%O- ❑ IS ❑ IS NOT A SMALL EuSINES;SET.ASIOE

PAGE OF PAGES

[THfSIS NOTAN ORDER)
1. REQuEST NO. 2. DATE ISSUED 3. REOUS~lO~URCHASE REQUEST NO. 4. CERT. FOR NAT. OEF. RATING

uNDER EDSA REG. 2 >
AND/OR OMS REG. 1

5A. ISSUEO EY 6. DELIvER BY/~reJ

*

5B. FoR INFORMATION CALL NO COUECT -S) 7. OELIVERY

NAME TELEPHONE NUMBER See Sehtilel

AREA COOE ] NUMBER 9. DESTINATION

● . NAME OF CONSIGNEE

8. TO

a. NAME b. COMPAW b. STREET ADORESS

I I

c. sTREET AOORESS :.cm

1

d. cm e. STATE f. ZIP CODE 6, STATE e. ZIP COOE

I

11. SCHEDULE [Include aDnlicable Fedwal. State and local tax=].
~EM NO. SUPPLIES/SfRVICES

la) lb)

z. 10 CALENDAR OAYS

12. DISCOUNT FOR PROMPT PAYMENT >

QUANT~

(cl

.20 CALENOAR DAYS

attached.

UN~ PRI

(e]

ENOAR DAYS

AMOUNT

N]

d. CALENOAR OAYS

1
NOTE: Additional provisions and representations 1} are IJ are nt

13. NAME AND ADORfSS OF OUOTER ! 4. SIGNATURE OF PERSON Authorized TO
SIGN QUOTATION

?5. DATE OF OUO7ATION

a, NAME OF OUOTER

I
b. STREET AODRESS 16. SIGNER

a. NAMEFvw w Mnti b. TELEPHONE

c, COUN~ AREA cOOE

I
d, CITY e. STATE f. ZIP COOE c. TmLEmYx w hnti NuM,BER

I I 1. I
AUTHORIZED FOR LOCAL PRODUCTION 4-21
P,ev,w% Ed,l,o” Not Usable

STANDARD FORM 78 [Rev. 6-95) [RPSVf
P,=a, bed by GSA . FAR {48 CFR)53 .21 5.1 [?}

Enclosure (1)
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THE FOLLOWING LISTING INCL~ES A -ER OF PROVISIONS WHICH e
~Y BE APPLIC=LE TO A SOLICITATION AND SHOULD BE
INCORPORATED, AS APPROPRIATE. THESE PAGES SHOULD NOT BE USED
AS AN ATTAC~NT TO SOLICITATIONS, HOWEmR, CONT~CTING
OFFICERS WY USE THE FOLLOWING INFO~TION TO DEVELOP LOCAL
PROVISION/CLAUSE SHEETS, AS APPROPRIATE.

(Incorporate in all solicitation~)
FAR 52.252-1 SOLICITATION PROVISIONS INCORPORATED BY REFERENCE

(~ 1988) (full text)

This solicitation incorporates one or more solicitation provisions by
reference, with the same force and effect as if they were given in full
text. Upon re~est, the Contracting Officer will make their full text
available.

(The following provisions, which are included below by reference, may

apply to a solicitation and the resulting order. The contracting officer
should decide applicability, and incorporate as appropriate. When the
contractor is rewired to “fill-in~~, or provide information the provision
should be incorporated in full text. The Quoter must complete the
certifications and representations and return with his/her qotation to

the Contracting Officer.)

—

—

—

—

—

FAR 52.204-3 TmPAYER IDENTIFImTION (m 1994) (full text)

(Applies if ~ote for semices e~=eed~ $600,
or supplies exceeds $25,000)

DFARS 252.2_04-7001 CO~ERCIAL AND GOVE-NT ENTITY (CAGE) CODE

FAR

FAR

FAR

REPORTING (DEC 1991) (full text)
CAGE code is:
(Applies over $25,000)

52.207-4 ECONOMIC PURC~SE QUANTITY -- SUPPLIES
(AUG 1987) (full text)

(Applies when the solicitation re~ests the contractor

to Wote on economic purchase ~antities)

52:210-6 LISTING OF USED OR RECONDITIONED ~TERIAL,
RESIDUAL IWENTORY, AND FO~ER GO~mENT SURPLUS
PROPERTY (APR 1994)

(Applies when the contractor will be allowed to
provide used or reconditioned

52.212-7 NOTICE OF PRIORITY RATING FOR
(SEP 1990)
(Applies if the order is to

priority rating}

material)

NATIONAL DEFENSE USE

be assi~ed a DPAS

4-22
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—

—

—

—

—

a —
—

—

—

DFARS 252.210-7000

FAR

FAR

FAR

FAR

FAR

FAR

(Use

52.215-34

{Use

52.219-1

NAVSUPINST 4200.85C

B- NAME OR EQUAL (DEC 1991)
when the description is brand name or e~al)

EVALUATION OF OFFERS FOR ~TIPLE AWARDS
(MAR 1990)
when ~otations will be evaluated for multiple

awards, vice all or none)

SMALL BUSINESS PROGW REPRESENTATION
(Incorporate in all solicitations)

52.222-19 WALSH-HEALEY PUBLIC CONTRACTS ACT REPRESENTATION

(APR 1984)
(Use if tie solicitation is for supplies of 10,000 or

more )

(The following apply to solicitations over $10,000)”

52.222-21 CERTIFICATION OF NONSEGREGATED FACILITIES

(APR 1984)
52.222-22 PREVIOUS CO~~CTS AND COMPLIANCE REPORTS

(APR 1984)
52.222-25 AFFIRMATIVE ACTION COMPLIANCE (APR 1984)

(Use when the solicitation contains oPtion5) (Selece one)
FAR 52.217-3

FAR 52.217-4

FAR 52.217-5

DFARS 252.225-7000

DFARS 252.225-7035

FAR 52.247-45

EVALUATION EXCLUSIVE OF OPTIONS
(APR 1984)
EVALUATION OF OPTIONS EXERCISED AT TIME OF
CONTRACT AWARD (~ 1988)
EVALUATION OF OPTIONS (~ 1990)

(Select as appropriate)
BUY AMERICAN ACT -- BALANCE OF PA~ENTS PROG~

CERTIFICATE (DEC 1991)

BUY AMERIC~ ACT -- NORTH AMERICAN FREE TRADE
AGREEMENT IMPLEMENTATION ACT --BALANCE OF PA~ENTS
PROGRAM CERTIFICATE (J~ 1994)

F.O.B. ORIGIN AND/OR F.O.B. DESTINATION EVALUATION

(APR 1984)
(Applies when the contractor will be allowed to
~ote on other than FOB: DeSt)

(CONTUCT CLAUSES T~T ~Y APPLY TO A SOLICITATION ARE FO~ IN CWPTER

6D, PURe~SE ORDERS, m SHOULD BE INCORPOmTED IN THE SOliCitatiOn

PURC~SE ORDER AS APPROPRIATE)
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C~PTER 5

EV~UATION OF QUOTATIONS EXCEEDING $2,500

1. -. This chapter prescribes procedures to be used when
evaluating quotations which exceed $2,500 but do not exceed
the simplified acquisition threshold.

2. Evaluation of OuotatioW . Evaluation of quotations should
be accomplished to ensure that quotations are responsive to
the solicitation, and that award is made to a responsible
contractor at a fair and reasonable price. Methods to
accomplish the evaluation process may include, but are not
limited to, the procedures set forth in the following
paragraphs. Buyers may evaluate quotations based on price
alone or price and other factors (e.g., past performance,
s’ehedule compliance, quality, or prior experience) if
suppliers are advised when quotations are solicited. In
addition to the price evaluation process discussed in
paragraph 10, and consideration and evaluation of information
received during the solicitation phase, other factors that may
effect the total price paid and should be considered in the
evaluation process include:

a. ~. Occasionally an item can be
obtained only from a supplier who quotes a minimum order price
or quantity that exceeds the funding or quantity stated on the
purchase request. In these instances, the buyer must inform
the requisitioner of all facts regarding the quotation and
request that he/she confirm or alter the quantity or funds
required. The total evaluated price must include any minimum
order charges, if applicable.

b. Pack ina/Packau ng ChV~es Quotes should be solicited
based on the commercia~ packing o; packaging practice of the
quoter unless special requirements are set forth in the
purchase request. If the quoter includes separate charges for
special packing or packaging requirements, the buyer must
include these charges in the total evaluated price.

c. ecl al Ma rkina c~ . Some purchase requests
include instructions for special marking requirements (e.g.,
bar coding). If the quoter includes separate charges for the
required marking, the buyer must include these charges in the
total evaluated price.

5-1

Enclosure (1)



NAVSUPINST 4200.85C

3. ~~s for Multiw)e Awards. Multiple awards
may be made if doing so is economically advantageous to the
government and approved by the contracting officer. The
administrative cost in awarding multiple orders shall be based
on a realistic cost developed by the procurement office.
However, the buyer/contracting officer may make a
determination that awards should be made on an all or none
basis providing all contractors are notified during the
solicitation process.

4. ~ward Based on Fact ors Other Than Pric~. Award may be
based on factors other than lowest delivered price if
adequately documented in the purchase file. Examples of these
situations include, but are not limited to:

a. ~. When a requirement is urgent and the
contractor quoting the lowest price cannot deliver the
supplies or services by the required delivery date (RDD) , or
competition is limited or nonexistent due to time factors, the
buyer will” evaluate quotations on the basis of delivery. The
urgency must be based on the fact that the mission of the
requiring activity will be seriously endangered if the
required delivery date is not met (e.g., work stoppage, ship
departure, safety hazard) . Prior to making an award that will
cost more for the urgent delivery, the contracting officer
must obtain. a written certification from the requiring o
activity (at the department level or above) stating that the
additional costs of awarding to other than the low quote
(stated in a specific amount) is worth the benefit of
receiving the required supplies or services within the RDD.
The statement shall be documented with supporting rationale
which justifies the increase in costs due to the award based
on delivery. This statement will be used by the buyer as
documentation to support the fair and reasonable price
determination.

b. flavv Red/Yell ow/Green Program

(1) The Red/Yellow/Green (RYG) Program is a Navy tool
designed to help reduce the risk of receiving nonconforming
products. RYG classifies the degree of risk by assigning a
color to a contractor’s historical product quality performance
in individual Federal Supply Classifications (FSC) . Red is
high risk, yellow is moderate risk, and green is low risk.
Equally important, RYG provides procedures and an automated
system for incorporating these classifications into source
selection.

Enclosure (1)
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(2) The RYG system is a microcomputer application that
runs on IBM-compatible microcomputers with a hard drive
(minimum five million characters free space), a printer, and a
modem. The Office of the Assistant Secretary of the Navy is
the program sponsor. The Contracting Management Directorate
of the Naval Supply Systems Command is the program manager.
Questions concerning this program or to receive training
contact Naval Supply Systems Command, (717) 790-2735.

5. price Evaluatlo n. It is the responsibility of the buyer
and contracting officer to ensure that every purchase is made
at a fair and reasonable price, and that the Govertiment gets
what it pays for in terms of quality and delivery. The
buyer/contracting officer must evaluate prices received to
ensure that award is made at a fair price. Additionally, a
written fair and reasonable price determination is required
for a simplified acquisitions exceeding $2,500.

a. What is a Fair a~le Pr i~? A fair and
reasonable price is a price that is fair to both parties
(i.e., seller and the DoN), considering the promised quality
and timeliness of the contractor’s performance. In any given
procurement situation, there rarely is a single price that is
fair and reasonable from all viewpoints. More likely, there
may a range of prices that are fair under the circumstances,
considering the degree of competition and the character of the
market in which the item or service is usually bought and
sold . Therefore, you should consider “fair and reasonable” as
fair under current market conditions and reasonable to both
the DoN and the seller.

b. price Analvsi=. In the simplified acquisition
process, the conclusion that a price is fair and reasonable is
generally based on price analysis. Price analysis is the
process of examining and evaluating a prospective price
without looking at the estimated cost elements and proposed
profit of the quoter whose price is being evaluated.
Comparison is the basis for price analysis. The price
analysis techniques used in simplified acquisitions are:

(1) ~ m’n. Primary comparisons are the

most conclusive and are made whenever possible. Comparison of

competing quotes and comparisons with established prices are
primary comparisons. Competing quotes can produce the most

reliable comparisons when the price competition is judged to
be adequate. The comparison with established prices is

effective when there are published catalog prices, prices are
available in the marketplace, or when prices are set by law or

regulation.

5-3
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(2) Secon*rv ComDaYj so~ . Secondary comparisons
include prior competitive quotations and prices paid before
for the same or similar items, or government estimates.
Secondary comparisons usually support one or both primary

techniques, but they can stand alone as the basis for
determining the reasonableness of price.

(3) ~ry~lvsi~. Auxiliary analyses are
techniques that cannot be used on their own to establish the
reasonableness of prices; they must be used in conjunction
with primary or secondary comparisons. The technique used
most commonly is value analysis in which you try to establish
the intrinsic value of the item being procured.

6. price Analysis Tech~

a. Ade~te Prj ce co~etltlo~
,,

. Price competition exists
if quotations are solicited (generally at least three) , and at
least two quotations that meet the requirements of the
solicitation are received from quoters who can independently
contend for the award.

(1) When all of these conditions are met, the buyer
should expect to find a fairly tight cluster of quotations.
Normally when this happens, the buyer and contracting officer
can determine that price competition is adequate, and no
further comparisons are necessary.

(2) men prices vary significantly between low and
next low quotations, it can mean a quoter is very efficient,
is far ahead in design or manufacturing technology, is buying
in, or has made a,mistake. Therefore, when significant price
variances exist, the buyer must make other primary or
secondary comparisons before making a decision that the lowest
price is fair and reasonable. In addition, even when the
prices quoted appear to be price competitive, an analysis of
the real worth of an item may be needed. For example, quotes
for $150, $155 and $160 for a one gallon can of latex paint
should be questioned. The buyer’s assessment of the real
worth of such a product leads to the conclusion that none of
the quotes are reasonable. More information from the quoter
and further analysis is required before accepting any of these
quotes.

(3) When the solicitation specifications restrict the
competition to a specific brand name product, or if all
quotations received are for the same manufacturer’s product,
it may be assumed that the manufacturer has a lock on the

5-4
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competition and the conditions of the solicitation may have
denied one or more known and qualified sources the opportunity
to compete. Therefore, even if the quoted prices are in a
fairly tight cluster, the price competition may not be
considered adequate. The buyer must make other primary or
secondary comparisons before making the decision that the
lowest price is fair and reasonable.

b. Fst~ Catalog or Market Prices . When only one
quote is received or price competition is inadequate, the
buyer should compare the quoted price to established catalog
or market prices whenever possible. The comparison can either
be by direct comparison or by analysis of the differences in
the items. This comparison will be valid provided the catalog
or market price meets the following conditions:

(1) An established catalog price is a price included
in a catalog, price list, schedule, or other form that is
regularly maintained by the manufacturer or vendor, is
published or otherwise available for inspection by customers,
and states prices at which sales are currently or were last
made to,a significant number of persons or businesses
constituting the general public.

{2) M established market price is a price currently
established in the usual and ordinary course of trade between
buyers and sellers free to bargain. It must be established
from sources independent of the manufacturer or vendor.
Market prices can generally be verified through newspaper-,
radio, or televisions advertisements, etc.

(3) The item being purchased must be a commercial item
that is regularly used for other than government purposes and
is sold or traded in the course of normal operations.

(4) Supplies are sold in substantial quantities when
the facts or circumstances support a reasonable conclusion
that the quantities regularly sold are sufficient to
constitute a real commercial market for the item. Nominal
quantities, like models, specimens, samples, and prototype or
experimental units don’t meet this requirement.

(5} Services sold in substantial quantities are those
that are customarily provided by the company, with personnel
regularly employed and ‘with equipment, if any is needed,
regularly maintained either solely or principally to provide
such services.
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*

item is
sold in

(6) The item must be sold to the general public. h
considered to be sold to the general public if it is
the general marketplace and is generally used by-other

——

than government offices/personnel.

c. Prices Set bv Itaw or Reffulatio~

(1) When the price is set by law or regulation, the
buyer’s pricing job is relatively simple. The quoter is
required to identify the regulatory authority and specify the
regulated price. The buyer must make sure the quoter is the
entity being regulated. Some suppliers sell mostly to
regulated industries and are subject to laws and regulations

. governing sale to those industries. Sales to the federali
government may not be subject to those laws or regulations.
If federal government sales are not controlled by such legally
established prices, the buyer should use the established
catalog or market price technique.

d. Wstorical CnmDarisons Comparison of prior
quotations and contract prices.with current quotations for the
same or similar items can be used as the basis of a fair and
reasonable price determination if --

(1) The prior purchase price was determined in writing
to be fair and reasonable. When comparing the quoted price to
a previous contract price, the buyer must assess the
competitive environment shaping the prices. If the previous
buy was made competitively, with unrestrictive specifications,
and was not urgently required, you may be able to compare a
previous competitive price with a current quote for the same
item;

(2) The passage of time has not eroded comparability.
The buyer should select the most recent prices available. The
greater the time difference, the less comparable the prices
are likely to be and the less reliable the comparison becomes.
The passage of time brings about changes in markets, demand,
technology, and other circumstances that affect prices. The
buyer’s knowledge of trends is vital when comparing two prices
separated by a significant period of time; and must be
illustrated in the written determination when such
circumstances exist;

(3) The differences in quantities do not have a signi-
ficant impact of the unit prices being compared. Variations
in quantities can have an upward effect, a downward effect, or
no
or

upon the commodi~y
select previous buys

effect at all on unit prices depending
item being procured. The buyer should

5-6
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a that had identical or similar Wantities ordered to use for
comparison. Since great quantity differences can make the
comparison less reliable, the buyer must e~lain how he/she
arrived at the decision that the prices were comparable when
there are significant variations in the two quantities being
compared.

e. en dent Government Rs~

(1) A quoted price may be compared with a reliable
Government estimate when other forms of price comparisons are
not possible. To judge if a Government estimate is reliable,
the buyer needs to obtain supporting documentation from the
requiring activity showing how the estimate was derived.

(2) The purchase request estimate can be a valid
standard for comparison if the originator used a reasonable
past purchase price and identifies when the price was paid and
what quantity was purchased. If the purchase request is not
based on previous buys, then supporting documentation from the
requiring activity should include a realistic engineering
estimate (e.g., the amount of labor required to manufacture
the material, the type of material used in the manufacturing
process, etc.) .

0 (3) The requiring activity can also be requested to
perform a technical analysis of the item being purchased as a
basis to establish price reasonableness. A statement from the
customer such as “proposed prices are considered to be fair
and reasonable based on the technical analysis performed”, is
completely inadequate without supporting documentation
explaining the basis’ of the analysis and/or why the price is
considered fair and reasonable.

f. v~s lVS .

(1) Value analysis is an auxiliary technique meant to
supplement primary and secondary comparisons. If used, the
buver will include the information obtained from the value.
analysis in the written fair and reasonable price
determination.

5-7

Enclosure (1)



NAVSUPINST 4200.85C

(2) A value analysis can corroborate or challenge
conclusions developed after other analyses. Value analysis
attempts to develop the intrinsic worth of a product. This
analysis may help the buyer to justify a price offered on a
sole source basis or may help e~lain the reason for price
differences between past buys and present quotes. To use
value analysis, you need to obtain from the customer and/or
contractor as much information concerning the item as possible
(e.g., intended use, any special manufacturing process or
treatment involved which would support a higher price, cost of
the end item that is inoperable because of the missing part,
etc.). With assistance from the customer and/or the
contractor, you must carefully review the” government’s
requirement and answer the following applicable questions:

(a) What does the product have to do?

(b) What does it cost now? What prices did we pay
in the past? What does it cost to operate and maintain?

(c) What other ways can the function be performed?

(d) What will these alternatives cost?

(e) What will be the effect on the activity or
command if the purchase is not made at the quoted ,price? This
must be described in terms of dollars and cents; such as,
manhours lost X cost per manhour = dollars lost by activity.

g. P~ice b~eakdo~= . If all the methods described above
do not support your determination, request additional pricing
data from the contractor. What does the contractor pay for
the item? From whom does the contractor buy it? Does the
contractor add anything to the item (e.g. , re-packing, bar-
coding, etc.)? How much does he/she pay the service
technician? The cost information obtained from these
questions may only be used to supplement other primary or
secondary price analysis techniques. If you still cannot make
a determination that the price is fair and reasonable, you
will need to ask for assistance from a regional contracting
activity, Defense Contract Management Command, Defense
Contract Audit Agency, Navy Price Fighters, or an in-house
price analyst.

h. Written ~eterm~tio~ . Regardless of the method used
to determine price reasonableness over $2,500, the
buyer/contracting officer must provide adequate documentation
to support the determination that a price is fair and
reasonable. Minimum information that must be included to
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support the price reasonableness determination is found on the
sample pricing justification form provided at the end of this
chapter.

a. The award of a simplified acquisition to a supplier
based on the lowest evaluated price alone can be false economy
if there is late deliveries, subsequent default, or other
unsatisfactory performance resulting in additional purchasing
or administrative costs. While it is important that Navy
purchases be made at the lowest price, this does not require
an award to supplier solely because that supplier submits the
lowest quote.

b. In a simplified acquisition, the contracting officer
should, at a minimum, ensure that the contractor:

(1)Has a satisfactory performance record;

(2) Represents that he or she will comply with the
labor laws applicable to the order;

(3) Has not been listed as suspended, debarred,
proposed for debarment or declared ineligible in the
publication entitled “Lists of Parties Excluded from Federal
Procurement or Nonprocurement Programs”; and

(4) Is otherwise qualified and eligible to receive the
award based on other standards set forth by the government
when necessary.

8. ~~lectin~ the A ard Methodw . Contracting officers shall
use the purchase method that is most suitable, efficient and
economical for the purchase action. Simplified Acquisitions
may be awarded using any of the methods covered in FAR Part
13, DFARS 213, and this instruction. Detailed guidance on the
use of each of these methods can be found in chapter 6.

9. 1s of Contract Award. Simplified acquisition awards
in excess of $25,000, other than those made through FACNET,
that are likely to result ,in the award of any subcontracts
shall be synopsized in the Commerce Business Daily. The

contracting officer shall note the reason in the purchase file
when it has been determined that the award will not be
synopsized.

5-9
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10. ~otif~ati~n of Unsuccessful ~uotey~ . Notification to
unsuccessful quoters shall be given only if requested.

In theinterest of fostering competition, the name of the awardee
(i.e., successful quoter) and the award price, including
discount terms, shall be included in the notification.

,

Enclosure (1)
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DETERMINATION

Ref: Purchase Request/Solicitation Number

1. I am recommending award to
I used one or more of the following checked price analysis

.

techniques compared to the quoted price of $ The
quoted price was similar enough to the comparative price(s) to
conclude that the quotation is fair and reasonable.

❑ Adequate Price Competition

vendors were solicited and quotes were

received. After comparing the quoted prices, I consider
the quotes to be competitive. See the Simplified

Acquisition Worksheet or other record of price quotes
received.

❑ Commercial Catalog or Published Price List

❑

Manufacturer/Vendor’s

Catalog/List Title or

Effective Date(s) :

Name:

Number:

Page Number(s) :

Catalog/List Price(s) :

Q The quoted price is the same as the catalog or
published price(s) noted above and reflects prices
charged to customers buying the same or similar
quantities.

The quoted price is higher/lower than the catalog or
published price list and is considered fair and
reasonable under the circumstances of this
acquisition. The decision is based on the following
factors:

Established Market Price or Prices Set by Law/Regulation

The quoted price is the same as the established market
price or the prices set by law or regulation as verified
by:

5-11
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❑ Historical Comparison for the Same or Similar Item(s)

Prior Contractor:

Order No: Date Purchased:
— .

Quantity and Unit of Issue:

Unit Price Previously Paid:

Basis For Determining Prior Price Reasonable:

If the item(s) are not identical, explain why the
comparison is considered valid:

❑ Other Price Analyses or Comments:

2. As the contracting officer for this pending award,
I havereviewed the above pricing documentation; and do hereby make

the determination that the price of the suggested quoters is
fair and reasonable. I authorize the buyer to proceed with
the award.

PREPWED BY:
(Buyer signature and date)

APPROVED By:
(Contracting Office signature and date)

5-12
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CHAPTER 6

SIMPLIFIED ACQUISITION METHODS

This chapter provides guidance on authorized
methods when utilizing simplified acquisition

2. ~. The authorized methods prescribed in this part
for making purchases using simplified acquisition procedures
are discu=s=d in

Chapter

Chapter

Chapter

Chapter

3. ~-

6A -

6B -

6C -

6D -

the following-four subchapters. -

Governmentwide Commercial Purchase Card

Imprest Fund

Blanket Purchase ‘Agreement’s

Purchase Orders

Simplified acquisitions (other than Unpriced
Purchase Orders) shall be issued as Firm-Fixed Price actions
unless the activity has received the approval of the cognizant
HCA to utilize another method.

6-1
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CWTER 6A

GOVERNMENTWIDE CO~ERCIW P~C=SE CARD PROGRAM

1. =- This chapter provides guidance for the
establishment and management of a local Governmentwide
Commercial Purchase Card (GCPC) Program at DoN shore
activities; and procedures for using the GCPC as a micro-

purchase method.

2. ~. The General Services Administration (GSA) has a
contract with a bank that authorizes the bank to issue
commercial purchase cards (e.g., VISA) to authorized
Government personnel to use in support of official Government
purchases. The contract is commonly referred to as the
“Governmentwide Commercial Purchase Card Program.” The
commercial purchase card is intended to stream-line payment
procedures and reduce the administrative burden associated
with traditional and emergency purchasing of supplies and
services under the current simplified ac~isition procedures.
The contract authorizes the use of the program by any activity
within the Executive Branch of the Government that is
delegated contracting authority for such use.

3. ~- The purchase card 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 10Cal
operating procedures. It may also be used as a payment method

in conjunction with other procurement methods when authorized
in the order, contract or agreement. The card may also be

used to order directly from Government rewired 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.

4. Qefi~

cy/Org~on Pro- Cootinator (APC) . An

indi~~dual designated by the Head of the Activity who. shall
have overall responsibility for the management, administration
and day-to-day operations of the Governmentwide Commercial
Purchase Card (GCPC) Program at the activity.

b. Officl al
. .

@rovina (AO) . h individual who has under
his/her purview a number of cardholders. The approving
official is responsible for, at a minimum, reviewing his/her
cardholders’ monthly statements and verifying that all
purchases were necessary for official Government purposes and

6A-1
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in accordance with the F~, GSA’S Contract. Guide, this
instruction and activity internal operating procedures.

c. ~q Rcl e Pur*se Limi~. The spending limit
imposed on a cardholder’s cumulative purchases and
transactions in a given billing cycle.

d. ~. Any individual designated by the Head of
the Activity or Designee to be issued a card. The card bears
the individual’s name and may be used by him/her to purchase
authorized supplies in accordance with this instruction, the
GSA Contract Guide, the activity internal operating
procedures, and the cardholder’s delegated procurement
authority.

e. B2~a
. .

anated Offj c~ . The office and point of
contact designated in the activity ,internal operating
procedures to receive the official invoice and, in some
instances, make payments against the official invoice.

f. ~utes Offi ~ The office and point of contact
designated in the inter~al operating procedures that shall
assist the activity and the bank in tracking and resolving
disputed purchases.

9- ~ . The official invoice sent
to the designated billing office. This monthly invoice will
include a summary of all transactions against all cardholder
accounts held by the activity.

h. Head oue Contractfia ~ tivitv (HC~ The official
at one of the DoN components listed at DF~S 2;2.101 and NAPS
5202.101 (e.g., CO~AVSUPSYSCOM) who has overall
responsibility for managing the delegation and use of
contracting authority by DoN commands or activities under
his/her contracting cognizance.

i. ad of the Act ivi tv . For purposes of this
chapter, the Head of the Activity is the military officer in
command or the civilian executive in charge of the mission of
a DoN command or activity which has been granted contracting
authority by the cognizant HCA; and who has overall
responsibility for managing the delegation and use of this
authority by personnel under his command.

j- Mx&~.. The code assigned by the bank
which categorizes each merchant according to the type of
business the merchant is engaged in and the kinds of goods and
services provided.

Enclosure (1)
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k. Ho off] CLQ
,.

D ocurement my cardholder whose single
purchase l~~i~ does not exceed the micro-purchase threshold
(i.e., $2,500) and whose total purchases are limited to
$20,000 in any 12-month period.

1. Procurement offl~
.,

. Any civilian/military official
or employee (except as described under “non-procurement
official”) who has participated personally and substantially
in (1) drafting, preparing, reviewing, or approving
specifications, statements of work, or purchase requests; (2)
preparing or issuing solicitations, evaluating quotes,
selecting sources, negotiating prices; or (3) reviewing and
approving awards or modifications. (See the Joint Ethics
Regulation and FAR 3.104 for a more information on the
Procurement Integrity Act.) A cardholder whose purchase card
buys are expected to exceed $20,000 a year is considered a
procurement official.

m. Ser vices . For purposes of this chapter, a service
means any locally procured, non-personal, commercial, firm-
fixed price service to be performed within 30 days of the date
of the order. This definition does not include repair
services when the acquisition cost of the item being repaired
exceeds $100,000.

n. wale PuYchase Tt3mlt .. .
The dollar limitation assigned

to each cardholder for a single purchase.

o. ~ransactinn T~ . The transaction type is the method
in which an order is placed with the purchase card- Purchase
card buys may be made over-the-counter or by telephone.

5. Delegating of Contracti~

a. By the Head of the Contracting Act ivitv (HCA) . Al 1
DoN activities must obtain a delegation of contracting
authority, in accordance with the cognizant HCA’S procedures,
prior to local implementation of the purchase card program.

b. By the Head of the Act ivitv (H~

(1) The HA shall personally delegate contracting
authority to each potential cardholder, or shall delegate to
one individual within the activity the right to redelegate
contracting authority to cardholders within the activity.

c. peleaation Doc~ . A delegation of authority letter
or an SF
delegate

1402, Certificate of Appoin~ment, may be used-
contracting authority to cardholders. Each

to

6A- 3
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delegation letter or SF 1402 shall specify the following
information: Single Purchase Limit, Billing Cycle Purchase
Limit, and transaction type.

a. Con@ct Gui~ . Activities interested in establishing
a local GCPC Program should obtain a copy of the GSA
Governmentwide Commercial Credit Card Service Contract Guide.
For copies of the Contract Guide, call or write to the
Contracting Officer at:

General Services Administration
Federal Supply Service

Services Acquisition Center (FCXST)
Washington, DC 20406

(703) 305-6658, 305-3044, 305-5506

b. W iverv Orti Activities authorized to use the
Program shall issue a ~o-cost delivery order against the GSA
contract in effect at the time. The delivery order shall be
issued on a DD Form 1155, “Order for Supplies or Services.”
The deliver order shall be numbered as prescribed by DF~S
204.70 with an “F” in the ninth position of the 13 digit
procurement instrument identification number (e.g., NOO023-96-
F-0001) . The delivery order shall include the name, mailing
address, and telephone number for the APC, Designated Billing
Office, and the Disputes Office. A sample delivery order is
at the end of the chapter.

c. a Procedures Prior to issuing the
delivery order,

.
the activity must develop written internal

operating procedures for the use of the Program by activity
personnel. Each activity is responsible for establishing its
own procedures, however, development and implementation of the
procedures should be coordinated with the supporting Defense
Finance and Accounting Service (DFAS) accounting and
disbursing office. All procedures must be within the scope of
the terms and conditions of the GSA contract and must comply
with all the procedures for and restrictions on the use of the
card in this instruction. Sample procedures, suitable for
activities limited to micro-purchase authority, that may be
tailored to the activities requirements are found at the end
of this chapter. The internal procedures must address the
issues listed in the GSA Contract Guide under “Agency
Responsibilities” ; and this chapter and shall, at a minimum
contain:
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e

(1) Designation of offices and personnel involved in
the Program with associated duties defined:

(a) cv/Or~zation Pro- ~oor~tor (AP~) .
The APC shall be the primary liaison between the activity and
the bank. The APC may be authorized to appoint Approving
Officials, approve the-selection of the individuals who will
be Cardholders, and delegate contracting authority to
Cardholders. The internal operating procedures shall include
the name, mailing address and phone number of the APC; as well
as his/her duties and responsibilities.

(b) The person authorized to delegate contracting
authority to cardholders.

(c) o~
,.

Dro vina (Ao) . The approving
official is responsible for, at a minimum, reviewing his/her
cardholders’ monthly statements and verifying that all
purchases or transactions were made in accordance with the
FAR, GSA’s Contract Guide, this instruction, and internal
operating procedures. Other duties may be delegated as the
command or activity sees fit. As the approving official is a
key figure in the internal review process, special attention
should be given to Approving Official responsibilities. The
approving official is usually the Cardholder’s immediate .
supervisor.

(d) ~. The internal operating procedures
must provide clear guidance and direction for cardholders to
ensure that all purchases are made in accordance with
applicable regulations, instructions and internal guidance.

(e) Desi~
,.

. This office shall
be responsible for receiving and processing the Financial
Summary Report (official invoice) . The functions and
responsibilities of this office should be delineated in the
procedures. The designated billing office will generally be
at the paying activity (i.e., DFAS) unless the using activity
has received DFAS concurrence to maintain the function and
corresponding responsibilities at the local activity level.

(f) Dispute Office . This office/person shall
assist the activity and the bank in tracking and resolving
disputed purchases or transactions. A “dispute” is a
disagreement between the cardholder and the bank regarding
items appearing on the cardhdder’s monthly statement of
account. It is the cardholder’s responsibility to attempt to
resolve all disagreements with the vendor prior to submission

6A-5
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to the disputes office. The functions and responsibilities of
this office should be delineated in the procedures.

(2) The internal operating procedures must also comply
with Chapters 1-3 and Enclosure (2) of this instruction and
should include procedures for:

(a) Purchase request preparation process (if
different than for other procurement methods) ;

(b) Purchase request routing, and approval;
including funds certification and any special approvals that
may be required for items that require special attention as
identified in Enclosure (2) of this instruction;

(c) Screening process for the use of required
sources of supply (e.g. NSN, FPI/UNICOR, NIB/NISH);

(d) Solicitation and award;

(e) Receipt, inspection, and acceptance of
supplies; including instructions on reporting the receipt of
minor/plant property to the appropriate organizational unit
for inclusion in the inventory system;

(f) Any special processing requirements necessary
to ensure appropriate obligation and expenditure of fiscal
year end funds;

(g) Reconciliation, verification, and
certification of each cardholder’s Statement of Account,
Approving Official statements, and the activity’s Financial
Summary Report, and

(h) Maintenance of a centralized filing system
(manual or electronic) for all completed purchase card
transactions within the activity.

(3) A complete listing of prohibited purchases
shall include the restrictions set by the GSA Contract
and this chapter.

which
Guide

7. older I~ Contracting and Account T,l~
,.

—— aocument shall inclu
purchase limit. Wit?.< - “

a. Sinale Purc~se T,lti. .
Each cardholder’s account and

delegation of authoritv < . - ‘-
~de a single

hin the limitations described below, the
Head of the Activity (or his/her designee) may delegate the
single purchase limit in increments of $5o, not to exceed
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$2,500. The card may be used up to $100,000 against FSS GSA
contracts as discussed in chapter 1. The card may also be
used as a payment method to $100,000, as discussed in chapter
8, Payments, when delegated, and when used in conjunction with
another purchase method authorized by a warranted contracting
officer.

b. Rill@ Cvc 1e Purchase T~mlt
. .

. Each cardholder’s
account and delegation of authority document shall include
his/her billing cycle purchase limit. For individuals in
technical codes (vice purchasing or contracting personnel) ,
the billing cycle purchase limit may be assigned in increments
of $100 up to $100,000. For individuals in GS-1105
(purchasing) and GS-1102 (contracting) positions, the billing
cycle limit may be assigned in increments of $100 up to
$999,900. If a cardholder is a non-procurement official, the
account and delegation letter must specify a billing cycle
purchase limit which will result in a cumulative total which
does not exceed $20,000 in any 12-month period.

c. Merchant Tme Code is the code assigned by the bank
which categorizes each merchant according to the type of
business the merchant is engaged in and the kinds of goods and
services provided. Each cardholder’s account shall be coded
to identify the types of merchants who provide goods or
services that the cardholder is authorized to purchase.

d. Transaction Tvo~ . The cardholder’s account and
delegation of authority letter shall identify the transaction
types authorized (i.e., over-the-counter or telephone orders) .

8. ~na Require ments

a. All Cardholders (other than non-procurement officials)
and other individuals in the program who are classified as
procurement officials under the Procurement Integrity Act must
receive procurement ethics training and execute the
procurement integrity certification required by the Joint
Ethics Regulation and FAR 3.104. (See sample procurement
integrity certification form at the end of this chapter.)

b. Prior to issuance of a purchase card, all prospective
Cardholders and cognizant. Approving Officials must receive
orientation on local operating procedures. 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.

6A- 7
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c. In addition, the APC, prospective Cardholders, and
Approving Officials must successfully complete at least one of
the following:

(1) NAVSUP Commercial Purchase Card Course for ~icro-
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;

(3) NAVSUP Simplified Acquisition Procedures Course;
or

(4) PUR101, Purchasing Fundamentals; PUR 102,
Operational Level Small Purchase; CON 101, Contracting
Fundamentals or equivalent predecessor courses.

9. se Card

a. In accordance with the GSA Contract Guide, the
Governmentwide Commercial Purchase Card shall not be used to
buy or pay for the following items:

(1) Cash advances (not permitted under any
circumstances) .

(2) Rental or lease of land or buildings.

(3) Telecommunications (telephone) services.

b. In addition, DoN activities shall not use the
Governmentwide Commercial Purchase Card to buy or pay for the
following:

(1) Gasoline or oil for DoN-owned aircraft, vessels,
and vehicles; unless specifically authorized by the
HCA/Procurement Management Review office.

(2) Rental or
on official travel.

(3) Repair of

lease of motor vehicles, whether or not

GSA leased vehicles.

(4) Expenses associated with official travel including
transportation, lodging, or meals. (This prohibition does not
include requirements such as conference room rental. )

(5) Hazardous Materials.
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o

(6) Purchases that require federal or military
specifications.

(7) Services. (This prohibition does not include
overseas activities) .

(8) Rentals or leases over 30 days in duration.

(9) When a bilateral purchase order is required
(e.g., Foreign Military Sales, Classified requirements, etc) .

Governmentwide Commercial Purchase Card account(s) may
be u~ed to pay for items discussed in paragraph 9b(5) through
9b(9) above, when payment is made in conjunction with another

simplified acquisition method issued by Purchasing (GS-1105)
or Contracting (GS-1102) personnel.

d. In addition to the above restrictions, DoN activities’
local operating procedures must also include any other items
restricted by DoD, DoN, or HCA instructions.

10. Cardholder /s use of the Card

.
haveaan
request
of Suppl

prior to soliciting a quotation, the Cardholder must
adequately prepared and properly approved purchase
that has been screened for the use of required sources
,ies. (See Chapters 1 and 2 of this instruction.)

b. 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. Bulk funding committed to the cardholder’s account
is encouraged in order to streamline the purchase request
routing and approval system.

c. The Cardholder shall solicit a quotation and document
the merchant’s quote as required by Chapter 3 of this
instruction.

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

accomplished:

(1) Over-the-Counte r when the cardholder goes to the

merchant’s place of business to make the purchase and the
supplies are immediately available; or

(2) 9ver-the-Phone where orders are placed by phone
and the contractor delivers the supplies to the activity or

6A- 9
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government pick-up is authorized.
as part of the award process that

The Cardholder must confirm
the merchant agrees:

(a) Not to
all items are shipped.

(b) Not to
quantities.

charge the

back order

purchase

items or

card account until

deliver partial

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

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

1

2
Cardholder by name
appear on shipping

5

6
including quantity.

Merchants name and address;

Annotation to forward document to the
and code (but no account number should
document) ;

Date of order;

Requisition number/job order number;

Date of delivery or shipment; and

Itemized list of supplies furnished,

e. Whether the purchase is made over-the-counter or over-
the-phone, the following applies:

(1) 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.

(2) 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) .

(3) The cardholder shall certify that the quantity and
quality of the items furnished are in accordance with the
agreement with the vendor.

(4) The cardholder shall ensure that any fee paid by
merchants is not added to the price of items.
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11. ~ecei~t and Acce~tance. It is the cardholder’s
responsibility to verify receipt of all purchases before
payment can be made to the contractor. If receipt
documentation is not available, the cardholder must contact
the end user, central receiving organization or other person
responsible for receipt to obtain verification that the
supplies have been received. The log or other file documents
must be annotated to indicate that proper receipt and
acceptance has been accomplished.

12. Reco nciliation. Reconciliation procedures at each
activity may vary due to program requirements. However,
procedures should comply with the GSA contract guide, this
instruction and RMBCS established procedures and should
address the following:

a. ~. 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, if different from the master accounting line,
and a description for each transaction. The cardholder shall
review all information on the statement, verifying the
accuracy of all transactions and documenting credits and
returns. 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. The cardholder must sign the
statement, attach all supporting documentation and forward to
the approving official or designated alternate. 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 cardholder
must, upon his/her return, review the statement and resolve
any discrepancies with the approving official.

b. . The approving official is
responsible for ensuring that all purchases made by the.
cardholder were appropriate and accurate, and must resolve all
questionable purchases with the cardholder. In the event an
unauthorized purchase is detected, the approving official will
notify the appropriate personnel within the organization.
After review, the approving official will sign the
cardholder’s monthly statement of account and forward it and
the approving official statement to the designated billing
office.
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13. Tl~
,,,

r . Intentional use of this purchase
card for other than official government business will be
considered an attempt to commit fraud against the U.S.
government and may result in immediate cancellation of an
individual’s card and disciplinary action. The Cardholder
will be personally liable to the Government for the amount of
any non-government transactions. Under 18 U.S.C. 287, misuse
of the purchase card could result in a fine of not more than
$10,000 or imprisonment for not more than five (5) years or
both .

14. Review of the Local Pr~

a. tea Review. To ensure that internal controls and
local operating procedures are followed by Requisitioners,
Cardholders, and Approving Officials, a semi-annual review of
purchase card transactions shall be conducted by the
appropriate officials of the using activity. A report of the
review should be submitted to the organizational APC (if
performed by other personnel) who should initiate appropriate
action as necessary to improve the local program or correct
specific problem areas. Areas that should be considered
during the internal reviewinclude:

{1) Review of Internal Operating Procedures to ensure
compliance with applicable directives; @

(2)

(3)

(4)

(5)

(6)

(7)

(8)

Compliance with applicable training requirements;

Delegations of Authority;

Purchase Request Process;

Micro-purchase procedures;

Receipt, Inspection and Acceptance Procedures;

Invoice certification Process; and

Prompt payment Issues.

b. H~A Revi ew. The HCA, or his/her designee, who granted
contracting authority shall review the Program as part of the
regularly scheduled Procurement Management Review.
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ORDER FOR SUPPLIESOR SERVICES Form Approved ?AGE

(Contractor must submit four copies of invoice.)
OMB NO. 0704-018?

Expires Jun 30, 1997 1
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PL~SE DO NOT R~URN YOUR FORM TO EITHER OF THESE AODRESSES.
SENO YOUR COMPLSTED FORM TO THE PROCUREMENT OFFICWL IDENTIFIEO IN ITEM 6.

1, CONTRACT,PURCH ORDER NO.

GS-23F-94031
a.R60UlSlT10N@URCH REQuEST NO. 5. PRIORITV

1. lSSUEO W FW : (703)607-0084 7. AOMINISTEREO SY (N attir ~ 61 COOE

E[k~ify~H$,
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ROCKYMOUNTAINBANKCARDSYSTEM SEE SCHEDULE ❑ MALL

y~R::: IMPACCUSTOMERSERVICE DEPARTMENT 12. OI=OUNT TERMS
❑ :y~g~AD.

PO BOX 173309 ❑ WOMAN.OWNED

DENVER CO 80217-9566 13. MAIL !wO(CES TO

(800)227-6736 BILLINGOFFICE ADDRESS
4. SHIP 10 . COOE NOO023 1S. PAYMENT WIL SE MAOE SY CODE HQolo3

??E
A PE IFIED DEF NSE FINMC AND ACCOUNTING.StRVILk

k k
MARK ALL
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tANYT WN CA 99999-0000
PAPERS ,WITH
CO-CT OR

ORGERNUMSER
{

1s. OELIVERY x- del,vaw otiw is md an -!&r Ga.ffMmt qeq or i. acmrd- WI* ti %WG to 1- ti tiitiom ot -v* m-ti mnua=
WPE

OF
Mfeta* ywr

Punc*s
Wti h folbwiq 0. rerw SXlti- Mexn.

ROER ACCEPTANCE. THE CO~tiCTOR HERESY ACCEPTS THE OFFER REPRESENTED SY THE NuM8ERED PURCHASE ORGER AS m WY PREVIOU=Y mVE
. 8EEN OR IS NOW MOOiFIEO. SUWECT 70 U OF THE TEWS AND COnditiOnS sm PORTH, At40 AG8EEs ro PERFOW WE SAME.

~ $f~~~~~~==mstm~nAcceptm-ti*ewm;;;$~wmtiofcoDi=

TVPSO WE ANO TmE OATE SIGNEO

17. ACCOUNTING ANO APPROPRIATION OATA i LOCAL uSE

SEE SCHEDULE

s. 19. 20. QUANT~ 21. 22.
~EM NO.

23.
SCHEOULE OF SUPPL!E=ERVICES OROERED/ UNK UNK PRICE AMOUNT

ACCEPTEO.

PERFORMANCEPERIOD : 95 OCT 01 THROUGH 98 NOV 29

SUWECT TO THE 7 CALENDARDAY CONSTRUCTIVEACCEPTANCE PERIOD.

REMIT PAYMENTTO:
ROCKY MOUNTAINBANKCARD SYSTEM
IMPAC
PO BOX 17020
DENVER CO 80217

.It q.=ti~ ●cce*lti by !k Gov_t is s-e *S 25. TOTAL,4.XF= $0.00wmt,votiefd.ti#CN#&X. If difte,tnc ate,
xwal WM!,lY JCmPC~ klow q“mt,w a,de,ed
ti mmrcle.

29.0,FFE%

SY: W. P. MACK CO~CTIN~ORDERING OFFICER ENCES

6. 0UAN71WINCOLUMN20 HAS SEEN 27. SHIP. NO. 28.0.0. VOUCHER NO. 30.

❑ INSPECTED QRECENGO ❑ .CCEPTEO.AND CONFOnfASTO THECONTRACT EXCEPT AS NOTED
INMALS

•~ 32. PAIO BY 33. AMOUNT VERIFIEOCORRECT FOR

FINAL

0A7ESIGNATUREOpAUTHORIZED GOVERNMENT REPRESENTATIVE
31. PAYMENT 34. CHECK NUMW

6. I cc,t,fy xhz acwum s wrrem ad proper !0, Daw.nt.

:H::”
3S. SILL OF LAO!NG NO.

OATE SIGNATURE ANO TITLE OF CERT:WING OFFICER
FIWL

?. RECEIVEO AT 38. RECEIVEO BY lPrml 39. OAK RECEIVEO 40. TOTAL CONTAINERS 41. SM ACCOUNT NuMBER
WMMMODI

42. sm VOUCHER No.

In cnn M *?GK
-. OA-L 3 n--l A----- /7 )



~F. NO. OF 00 CUMENT BEING COWINUED

CONTINUATION SHEET
PAGE

GS-23F-94031 e
O~lONAL FORM336, (486) , Smmrd by GSA - FAR {4S CFRI 53.110 NOO023-96-F-0001 2

NAME OF OFFEROR OR COWRACTOR

ROCKY MOUNTAINBANKCARDSYSTEM

ITEM SUPPLIES/SERVICES OUANTITY UNIT UNIT PRICE MOUNT0001 PARTICIPATIONIN THE GOVERNMEN~IDE 1.0 Lo $0.000000 $0.00COMMERCIALPURCHASECARD PROGRAM.

INTERNALOPERATINGPROCEDURESWE
A~ACHED .

AGENCIJ~OGRAM COORDINATOR(APC):

ADDRESSAND’PHONE#

BILLINGOFFICE:
POINTOF CONTACTNAME
ADDRESSAND PHONE#

DISPUTEOFFICE:
POINTOF CONTACTNAME
ADDRESSAND PHONE#

CARDHOLDERSAND APPROVING
SEE ATTACHEDACCOUNT
INFORMATION.

OFFICIALS:
SET-UP

ACCOUNTINGAND APPROPRIATION DATA
IS NOT REQUIREDTO ESTABLISH
ACTIVITYACCOUNT(S).

Enclosure (I) 6A-14
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PROCUREMENTINTEGRIHCERTIFICATION

FORPROCUREMENTOFFICIALS

As a conditionof serving as a procurementofficial,
I herebycertifythat I
am familiarm”th the provisionsof Subsections27(b), (;),and (e) of theOffice
of FederalProcurementPolicyAct (42 USC 423) as amendedby Section814 of
PublicLaw 101-189.I furthercertify that I will not engagein any conduct
prohibitedby such subsectionsand will reportimdiately to the contracting
officerany informationconcerninga violationor possibleviolationof .
subsections27(a), (b), (d),or (f) of the Act and applicableimplementing
regulations.A written explanationof subsections27(a)through(f) has
beenmade availabletome. I understandthat, shouldI leavethe Government
duringthe conductofa procurementfor which I have servedas a procurmnt
official,I have a continuingobligationunderSection27 notto disclose
proprietaryor source selectioninformationrelatingto that procurewnt ~
and a requirementto so certify.

SIGNATURE OF PROC~ENT OFFICML DA~

,

DEPARTMENT OR AGENCY oFFICE =MPHoNE NUM=R

6A-17 Enclosure (1)



NAME OF PROCUREMENTOFFICIAL SOCIAL SECURITY NUMBER

PRIVACY ACT NOTICE

In accordancewith the Privacy Act
following notice is provided:

TO EMPLOYEES AND OFFICIALS

of1974, as amended (5 U.S.C. 552a), the

AUTHORITYFOR COLLECTIONOF INFORMATION:41 U.S.C.423 and Executiveorder9397.

Your signatureon the OptionalForm333, ProcurementIntegrityCertification
for ProcurementOfficials,and disclosureof yourSocialSecurityNumberon this
page are voluntary,but possibleeffectsuponyou if the certificationis not
signed andthe SocialSecurityNumberis not providedincludethe following:

Disqualificationfrom particularwork or dutyassignments,or from the position
for whichyou have appliedor whichyou currentlyhold,or otherappropriate
action,or administrativedelay in processingyourcertification.

PRINCIPALPURPOSEFOR COLLECTIONOF THIS INFORMATION:

To obtainand maintaina completedcertificationfrom any persondesignated
as a “ProcurementOfficial”as definedby 41 U.S.C.423 and applicable
procurementregulations.

ROUTINEUSESWHICHMAY BE MADE OF THE COLLECTEDINFORMATION

Transfersto Federal,state,local,or foreignagencieswhen relevantto
civil,criminal,administrative,or regulatoryinvestigationsor proceedings,
includingtransferto the Officeof GovernmentEthicsin connectionwith its’ m
programoversightresponsibilities,or pursuantto a requestby any
appropriatefederalagencyin connectionwith hiring,retention,or
grievanceof an employeeor applicant,the issuanceof a securityclearance,
the awardor administrationof a contract,the issuanceofa license,grant,
or other benefit,to comittees of the Congress,or any otheruse specified
by the Officeof PersonnelManagement(OPM)in the systemof records
entitled“OPM/GOVT-lGeneralPersonnelRecords,”as publishedin the
FederalRegisterperiodicallybyOPM.

.

Enclosure (1) 6A-1 8 OPTIONAL FORM 333(REV. 10/92)BACK


