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MEMORANDUM FOR
Chief Financial Officer and Assistant Secretary for Administration





CFO/ASA Office Directors






Office of General Counsel






Office of the Chief Information Officer






Office of the Inspector General

Administrative Officers within OS, the Executive Secretary, and OIG
FROM:





Michael J. Anastasio, Jr. 







Director for Commerce Acquisition Solutions








   Office of Acquisition Management 
SUBJECT:
Year End Submittal Dates for FY 2006 
As the end of the fiscal year approaches, the Office of Acquisition Management, Commerce Acquisition Solutions (OAM CAS) is providing the following schedule of cut-off dates for submittal of your procurement requests and requirements packages. For your planning information, submittal deadlines through FY 2007 are also included.
These dates assume the receipt of a complete procurement request package containing all approvals and documentation necessary to proceed with the procurement action. (Please see Attachment 2 for a list of required contents for procurement request packages.)
	PROCUREMENT TYPE
	DOLLAR VALUE
	FY 2006
Submittal 
Date
	FY 2007

Submittal 
Date

	 Interagency Agreements –
 
Including options to basic agreements
	 Any Amount
	July 31, 2006
	July 31, 2007

	 Modifications of Existing Contracts –
 
Option exercises, changes, or new work. 
	 Any Amount
	July 21, 2006
	July 20, 2007

	 Blanket Purchase Agreement (BPA) Orders 
	 Any Amount
	Aug 31, 2006
	Aug 31, 2007 

	 Simplified Acquisition for Supplies – Commercial Items,    
 
Purchase Card Transactions
	 $0 – $ 2,500 
	Sept 15, 2006 *
	Sept 14, 2007 *

	
	 $2,500 – $25,000
	Aug 31, 2006
	Aug 31, 2007

	
	 $25,000 – $500,000
	July 31, 2006
	July 30, 2007

	 Simplified Acquisition for Services – Commercial Services 
	 $0 – $2,500
	Sept 8, 2006
	Sept 7, 2007

	
	 $2,500 – $25,000
	Aug 18, 2006
	Aug 17, 2007

	
	 $25,000 – $500,000
	July 31, 2006
	July 30, 2007

	 Delivery orders/Task orders under GSA/FSS or
 
other Existing Indefinite Delivery Contracts 
	 Any Amount
	July 31, 2006
	July 30, 2007

	 Sealed Bids (IFB) 
	 Below $500,000 
	   * *
	May 31, 2007

	
	 Above $500,000
	   * *
	April 28, 2007

	 Competitive Proposals (RFP)
	 $100,000 – $500,000
	   * * 
	April 28, 2007

	
	 $500,000 – $5,000,000
	   * *
	Feb 28, 2007

	
	 Above $5,000,000
	   * *
	Jan 31, 2007

	 SBA 8(a) Program Awards 
	 Any Amount
	   * *
	June 15, 2007

	 Other Than Full and Open Competition (sole source) –  
Requires completed Form CD-492
	 Any Amount
	   * *
	April 30, 2007


* 
Requisitioners should use their purchase cards and complete all purchases by this date.
* *
Requisitioners are reminded to submit waiver requests for all acquisitions having an estimated value 

exceeding $100,000 including purchase requests submitted after the deadlines have passed.
Procurement Requests Received after the Published Submittal Cut-off Dates.  If you must submit your purchase request after these dates, a written request from your office director to the Director of OAMFA CAS will be required.  (See Attachment 1 for the justification memorandum format.)  The request should explain the purpose of the acquisition, its priority, its criticality and impact on your program if the award is delayed, and the reason for the delayed submittal.  

Delayed procurement requests that are critical to the Agency’s mission or contribute to the Agency’s socio-economic goals will be processed first.  All others will be processed on a "best effort" basis, and will be processed as time permits.  The CAS team will strive to award all actions.    
As the CAS Director, I will work with the CAS team to determine if it will be possible to make an award by the requested date.  The procurement may be delayed or CAS workload priorities may need to be adjusted to accommodate the request.  The requisitioner will be notified on the status of the request.

If you wish to discuss acquisition strategies for year-end requirements, especially for your more complex needs, or if you need further assistance in preparing your documentation, please contact your contracting officer or the appropriate CAS representative for your requirement:
	Office/ Function
	Contracting Officer / 
Contract Specialist

	Office of Security (OSY)

Office of Inspector General (OIG)

	
Kirk Boykin, (202) 482-2292


Sue Adams, (202) 482-6497

	Office of Financial Management (OFM)

Office of Acquisition Management (OAM)

Office of General Counsel (OGC & CLDP)
	
Wendy Clare, (202)482-1697

	Office of Administrative Services (OAS)

Office of Budget (OB)

Office of the Secretary (Exec Sec)
	
Lottie Plater, (202) 482-3552

	Office of the Chief Information Officer (OCIO)

Office of Computer Services (OCS)
	
Joan Hanicak, (202) 482-2885

	Office of Human Resources (OHRM)

Office of Civil Rights (OCR)
	
Biba Inoussa, (202) 482-5240 

	OS Business Solutions
	
Carol Silverman, (202) 482-5543 

	Commerce IT Solutions (COMMITS) 
	
Patti Stang, (202) 482-1447

	Purchase Card Program, OSEC Small Business Coordination
	
Frank Krempa, (202) 482-0997

	Interagency Agreements, COR Program, Acquisition Waiver Requests
	
Donna Calacone, (202) 482-3401


The following attachments are included to assist you in preparing your purchase request package:

Attachment 1:

Justification Memorandum for Acceptance of Procurement Action 
after Submittal Deadline.
Attachment 2:

Checklist of Required Contents for Purchase Request Packages.
Attachment 3:

Pointers for Writing SOWs or SOOs.
Attachment 4:

Useful Acquisition Links.
Attachment 5:

Standard Lead Times.  

Appendix A:  
CFO/ASA Acquisition Waiver Request Form.   Completion and submittal required for offices within the CFO/ASA organization for each acquisition and modification with an estimated value exceeding $100,000.
Attachments
UNITED STATES DEPARTMENT OF COMMERCE


Chief Financial Officer


Assistant Secretary for Administration


Washington, D.C.  20230
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