ATTACHMENT 1 

TO: 

Michael J. Anastasio, Jr.
Director  
OAMFA CAS 

Subject:
Justification for Acceptance of Procurement Action after Submittal Deadline 

FROM:  
Office Director: _____________________________________________________________




Office:  ___________________________________________________________________

Requisition No.:  ____________________________​​​_
Dollar Amount ________________ 

Description:  _______________________________________________________________ 

Requisitioner/ Point of Contact:  ________________________________________________

Priority of the Acquisition:    Low__ 
Medium__

High__

Very High__
Purpose of Acquisition: 

[ insert an explanation of the purpose of the acquisition (e.g., continues maintenance of critical equipment; in support of newly mandated policy, research, programmatic requirements; corrects deficiency that has been identified; etc. ] 

Example: Acquisition will provide for the continued maintenance of the XXX facility. This contract provides janitorial and housekeeping services for the entire facility housing 300 Commerce employees. 

Criticality of the Acquisition and Program Impact if Award is Delayed: 

[ insert an explanation of criticality. Include the impact on your program if award is delayed. ] 

Example: This contract provides for services that help to ensure a safe working environment for Commerce employees. It is essential for ensuring that the facility remains open and operating. Without these services the facility will not be maintained in a safe, healthy working environment and the facility will deteriorate. This contract will provide services to sustain acceptable working conditions for all employees at the facility.
Reason for Delayed Submittal: 

[ insert an explanation of the reasons for the delayed submittal. ] 

Example: This is a new program and budget uncertainties precluded submission prior to receipt of final budget allocations. 

Office Director:

__________________________________________​​​​​_______    


___________________


Signature

















Date
End of Attachment 1

ATTACHMENT 2
Checklist of Required Contents for Procurement Request Packages

― Provide copies of documents electronically whenever possible ―
· Exercise of Options – For Current Contracts w/Option Periods Remaining:
· Form CD – 435, completed.  http://www.osec.doc.gov/forms/
· Preliminary notice of intent to exercise option (due 40 – 70 days prior to option exercise, in order to 
notify the contractor).  
· Contract number and number of modifications.
· Description of the anticipated impact if not approved.
· Market research information demonstrating that exercise of the option is the most advantageous 
method of fulfilling the Government’s need, price and other factors considered (FAR 17.207). 
· For services, a statement indicating that the program has a continuing need for the service.
· Any other information relevant to justify the requirement.  

· Interagency and Intra-agency Agreements (IAA):
· Contents required by IAA Interim Procedure, issued June 2005, available from Donna Calacone (dcalacone@doc.gov), OAM CAS, or through your office budget contact.  See also the current IAA handbook:   http://oamweb.osec.doc.gov/docs/CAS/IAA_Handbook_Final_5-3-2004.pdf
· Copy of current year IAA for the same service (if applicable).
· Summary of spending in all past years (if applicable).
· Description of the anticipated impact if not approved.
· Market research information to demonstrate that the service cannot be provided as conveniently  
or economically by contracting directly with a private source.  
· Any other information relevant to justify the requirement.  

·  New Contract Actions or “Re-competes”:  
· Form CD – 435, completed.  http://www.osec.doc.gov/forms/
· Statement of Work/Objectives (services) or Specifications (goods) (see Attachment 3, SOW/SOO Pointers, for guidance).  http://acquisition.gov/comp/seven_steps/home.html
· Technical evaluation plan or proposal evaluation criteria. 
· Spending in most recent two fiscal years and number of the contract being replaced (if applicable).
· Government cost estimate with supporting documentation showing the basis for estimate (price 
quotes, price for tasks and sample positions (for services), equipment lists, etc.).
· Description of the anticipated impact if not approved.
· Any other information relevant to justify the requirement. 

· For other than full and open competition (sole source or urgent requirement), include Justification 
Form CD – 492, and a list of recommended sources.   http://www.osec.doc.gov/forms/
· Ending Arrangements (For services/goods that are part of a current contract, MOU or IAA, but no requirement exists in FY 2007, including instances where another office now has the requirement)

· Inform OAM CAS of intent to discontinue using services/goods. 

· De-obligation of Funds – Current Fiscal Year Contracts.  When funds can be’ freed-up’ due to cancellation of the requirement(s); deliverables or change in scope.  For indefinite quantity contracts and other contract types; it is imperative that the funds be de-obligated as soon as possible. 
· Form CD-435 completed with amount(s) to be de-obligated indicated.
End of Attachment 2
ATTACHMENT 3
Pointers for Writing Statements of Work (SOWs) 

or Statements of Objectives (SOOs) 
· Be accurate, clear, and precise
· Write complete and concise description, reflecting only Department’s minimum needs 

· Promote competition and avoid unnecessarily restrictive requirements
· Quantify requirements when possible 

· Encourage acquisition of commercially available items

· Eliminate or reduce the use of hazardous materials and the creation of hazardous wastes 

· Require recycled/recovered materials to maximum extent practical/safe (EPA guidance) 

· Ensure acquisition and use of goods/services that are environmentally sound and energy efficient 

· For IT products, ensure Section 508 compliance
Each SOW/SOO describes:



(1) The service to be provided by the contractor; 


(2) The conditions under which the work must be conducted;


(3) An explanation of how the contractor's achievement will be assessed;


(4) Reports, data, and items to be delivered by the contractor; 


(5) Dates or schedule of delivery; and 


(6) Any other government or contractor factors related to the procurement.

The SOW/SOO must be clear, complete, and precise in describing the supplies and or services in a manner designed to promote full and open competition as well as compliance with applicable laws and regulations. 

A SOW/SOO which is clearly defined and understood by the both the government and the potential contractor will ensure that the government (1) receives the item, data, or service necessary to fill its needs; (2) pays a price which is fair and reasonable to both the government and the contractor; and (3) spends a minimum effort on contract administration.

A well-defined SOW/SOO saves time and effort throughout the acquisition process. Ambiguities in Government prepared specifications result in costly delays and additional effort by the contractor, for which the Government, as drafter of the specifications, must bear the expense. 

It is preferable to develop and use a performance-oriented, or functional, type SOW/SOO.  The SOW/SOO should identify "what" is to be delivered, or the end result of the service, not "how" the work is to be accomplished.  The tasks should be expressed in clear, concise, and enforceable terms. 

Developing and using performance-oriented SOWs/SOOs, rather than a detailed specification, results in a contract that places the maximum risk of performance on the contractor. Detailed specifications, in which the Government describes exactly how the item is to be created or the service is to be performed, result in the maximum risk of performance being held against the Government. If detailed specifications are used in lieu of performance specifications, the contractor can only be required to meet the requirements contained in the detailed specifications, whether or not the desired performance criteria are met. SOWs/SOOs for follow-on procurements should be reviewed and revised to remove any ambiguities and make them more performance oriented. 
End of Attachment 3
ATTACHMENT 4
Useful Acquisition Links

Department of Commerce Contracting Policy Guidance:  http://oam.ocs.doc.gov/CAPPS_policyLibrary.html
Department of Commerce Electronic Forms Website:  http://www.osec.doc.gov/forms/
Federal Acquisition Community Website:  http://acquisition.gov/
Federal Acquisition Regulation (FAR):  
http://acquisition.gov/comp/far/index.html  or   http://farsite.hill.af.mil/vffar1.htm
Contracting Officer’s Technical Representative (COTR) Guidance:

http://oamweb.osec.doc.gov/docs/CAM_1301.67.pdf  
http://www.fai.gov/pdfs/corbluebook.pdf
Acquisition Planning and Review (joint responsibility of CO and PM):
http://oamweb.osec.doc.gov/CAPPS_performanceManagement.html
http://oamweb.osec.doc.gov/docs/CAM_07-01.htm
http://204.193.232.34/cgi-bin/doit.cgi?204:112:834508436:144
Commerce Purchase Card Procedures: 

http://oamweb.osec.doc.gov/docs/CAM_1313.301.pdf
Section 508 Resources (Assistive Electronic and Information Technology):
http://www.easc.noaa.gov/proc/section508_v2.htm
Socio-Economic Goals:  
Office of Small and Disadvantaged Business Utilization:   http://www.osec.doc.gov/osdbu
GSA Schedules:
http://www.gsaelibrary.gsa.gov/ElibMain/ElibHome
https://www.gsaadvantage.gov/advgsa/advantage/main/start_page.do
Performance Based Services Acquisition Guide:  http://acquisition.gov/comp/seven_steps/home.html
DoC Handbook for Interagency Agreements (IAAs):  
http://oamweb.osec.doc.gov/docs/CAS/IAA_Handbook_Final_5-3-2004.pdf
End of Attachment 4




















ATTACHMENT 5
STANDARD LEAD TIMES
Commerce Department Administrative Order (DAO) 208-15 lists standard procurement lead times for contract actions. These lead times reflect the amount of time generally required to process procurements in accordance with the Federal Acquisition Regulation (FAR) and are included here for planning purposes. 
The lead times listed in this attachment have been adapted from the DAO and updated to reflect current acquisition categories.  Whether or not these times can be achieved for an individual procurement action often depends upon the complexity of the work. 

OAM CAS can generally process your procurement well in advance of these standard lead times, if the requiring program office submits a complete procurement request package (See Attachment 1 for details).  Early involvement with the procurement office in the planning stages of your requirement can greatly expedite procurement lead times. Lead times are as follows: 
	PROCUREMENT TYPE
	DOLLAR VALUE
	LEAD TIME RANGE 

(calendar days)

	Service Contracts
	  Above $100,000
	 120 – 180 days

	Task orders under indefinite delivery contract
	  Any Amount
	 30 – 60 days

	Sealed Bids(IFB)
	  $100,000 – $250,000
	 90 – 150 days

	
	  $250,000 – $1,000,000
	 120 – 150 days

	
	  Above $1,000,000
	 160 – 180 days

	Competitive Proposals (RFP)
	  $100,000 – $250,000
	 120 – 180 days

	
	  $250,000 – $1,000,000
	 150 – 180 days

	
	  Above $1,000,000
	 240 – 360 days

	Noncompetitive Actions:  Other Than Full and Open Competition (includes SBA 8(a),  sole source, and urgent actions – the latter two requiring submittal of a completed Form CD-492):

	
	  $100,000 – $500,000
	 120 – 150 days

	
	  $500,000 – $1,000,000
	 150 – 180 days

	
	  Above $1,000,000
	 240 – 360 days


Simplified Acquisitions, BPA Orders, and Orders under GSA Federal Supply Schedules: 
	PROCUREMENT TYPE
	DOLLAR VALUE
	LEAD TIME RANGE (calendar days)

	 Simplified Acquisition for Supplies – Commercial Item    
	 $0 – $ 2,500 
	 5 – 12 days * 

	
	 $2,500 – $25,000
	 15 – 30 days

	
	 $25,000 – $500,000
	 30 – 60 days

	 Blanket Purchase Agreement (BPA) Orders 
	 Any Amount
	 15 – 30 days

	 Simplified Acquisition for Services – Commercial Service 
	 $0 – $2,500
	 5 – 12 days

	
	 $2,500 – $500,000
	 15 – 75 days

	 Delivery orders/Task Orders under GSA/FSS
	 Any Amount
	 15 – 60 days


* Requisitioner should use their purchase card.

End of Attachment 5
