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ABSTRACT

The HQ TAC/LG wanted, rs to identify ways to improve, hq time and cost for
processing a local purchase request for Base Supply. I6--ound a number of
areas to improve-M-e recommend Base Supply provide contracting with annual

* demand levels for selected items. 'Iii -also suggest more expeditious
contracting methods be used to shorten leadtime. Contracting officers should
be provided annual demands for items from mandatory sources of supply to allow
advance allocation, clearances, and automatic ordering. it lalso recommend
obtaining prices onpconomic order quantities-and increased use of 'blanket
purchase agreements. rt*h i w recommendAelegat tg contracting authority to
certain users for one-time items and delegate the purchase of emergency
walk-through purchase requests to the Base Supply Customer Liasion Office.
Finally, wt recommend ','titing the use of credit cards or checking accounts,
when appropriate, to purchase small dollar items.
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EXECUTIVE SUMMARY

Purpose: We set out to identify improvements In Air Force small purchase
procedures. Specifically, we were concerned with small purchase transactions
sent to Base Contracting from Base Supply. We were primarily looking for ways
to reduce processing time and costs of local purchase supply demands.

We reviewed local purchase documents and processes in Supply and
Contracting. We observed the Defense Logistics Agency's and Air Force
Logistics Command's automated purchase systems to see if we could apply their
techniques to a base automated system. We examined 13 months of purchase
request data tapes for 24 Air Force Base Contracting Offices. We studied the
procedures used in HQ USAFE to delegate limited ordering officer authority to
users. We also reviewed other studies like the Presidential Federal
Procurement Reform Task Group 5 Final report, "Simplification of Small
Purchases."

We offer several recommendations:

* a. Have Base Supply provide Contracting with the yearly requirements for
recurring items including items purchased from mandatory sources.

* b. Have Base Supply indicate which items are candidates for taking
advantage of quantity discounts.

c. Have Contracting determine and use the shortest leadtime method of
* purchasing, like indefinite delivery type contracts and use automatic delivery
* orders/calls.

d. Modify the current automated purchase order procedures to allow for
blanket purchase agreements and the automatic issuance of calls.

* e. Authorize customers to make their own one-time purchase.

*f. Delegate the authority to purchase emergency walk-through requests to
the Base Supply Customer Liaison Office.

g. Obtain approval and test the use of checkwriting and credit cards to
* permit customers to purchase items of less than $200 for one-time buys.
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CHAPTER 1 THE PROBLEM

Problem:

.1 Air Force contracting personnel spend too much time and money to process
local purchase requests from Base Supply. In this study we analyze the local
purchase system from a Contracting perspective. The Air Force Logistics
Management Center's (AFLMC) Supply Directorate conducted the "Streamline Local
Purchase Procedures" [11) study and looked at the problem from a supply
perspective. Both studies are coordinated efforts.

Objectives:

We set out to identify ways of improving the time and cost to process a
local purchase request; to examine the effectiveness of buying from mandatoryI sources of supply and see if alternative methods could streamline or simplify
this process; and to determine if and what controls are needed to delegate
limited contracting authority to users.



CHAPTER 2 BACKGROUND

Air Force contracting at base-level has the responsibility to purchase
local purchase items. In FY 83, Air Force Base Contracting had 4.69 million
purchasing actions representing $6.2 Billion. Base Contracting received about
52% of the purchasing actions from Base Supply.

En our "Small Purchase Threshold" [11 study, we pointed out that 99% of
Base Contracting purchases were under $25,000, 84.4% were under $1,000, and
44% were under $150. This study also showed, although these purchases were
the majority of the actions in Base Contracting, they comprised a very small
percentage of the dollars spent in Base Contracting. In fact, although 84.4%
of purchases are under $1000, they represent only about 8% of the total
dollars awarded by Base Contracting.

The Federal Acquisition Regulation, which governs all Government
purchases, generally requires contracting officers to obtain items exceeding
$1,000 on a competitive basis. On purchases of less than $1,000 competitive
bidding is NOT REQUIRED. However, the contracting officer should do the
following: (1) distribute purchases of less than $1,000 equitably among
qualified suppliers, (2) if practical, obtain a price quote from other than
the previous supplier before placing repeat orders, and (3) weigh the
administrative cost of attempting to verify the reasonableness of the price of
purchases not exceeding $1,000. Therefore, action to verify price
reasonableness needs to be taken only when: (a) the buyer or contracting
officer suspects or has information to indicate the price may not be
resonable, or (b) no comparable pricing information is readily available.

The Federal Acquisition Regulation allows contracting officers to use
simplified small purchase procedures to reduce administrative costs for awards
of less than $25,000. Optional small purchase methods available include
blanket purchase agreements, imprest funds, and purchase orders. Specific
criteria and procedures must be followed when using any of these contracting
methods.

Our Supply Directorate's personnel determined the average number of line
items per base for all local purchase items was 5,155. They further
determined the number of line items with stable demands (i.e., demands greater
than zero) to be 635. Keep in mind, these figures are line items and not
demands sent to contracting. They also determined 412 items (65%) of the 635
items fall into 14 heavily used comodity groups. These groups are as shown in
Table 1.
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HEAVY USE COMMODITY GROUPS

51 Handtools 72 Floor Coverings

53 Hardware 73 Kitchen Supplies

59 Electronic Components 75 Administrative Supplies

62 Lighting Hardware 78 Recreational Supplies

b6 Nay Flight Supplies 80 Paints
67 Camera Supplies 84 Clothing
b8 Chemicals 99 Misc

TABLE I

The supply records further indicate 86% of the local purchase items were

coded JBB(commercial)as the source of supply and 14% were coded JBH (federal

supply schedule). This information corresponds to the contracting records

which show about 86% were local market purchases; about 14% federal supply

schedule items and .1% were from other mandatory sources of supply such as

federal prison, blind and other severely handicapped, Government Printing
Office and Defense Fuel Supply Center.

An AFLMC study, "Local Purchase Order and Ship Time" [2] found the current

system of determining the order and ship time (O&ST) (leadtime) was not

accurately measured and found the Air Force currently underestimated O&ST for

45% of the local purchase items. The study recommended computing local

purchase O&ST by contracting method which would increase the unit fill rate,

for local purchase items by 5%. The study concluded with a 99.9% confidence

level, that an O&ST was significantly different for the five methods of

procurement. This is shown in Table 2.

ORDER AND SHIP TIME AVERAGES BY METHOD OF CONTRACTING

METHOD OF CONTRACTING O&ST AVERAGES

BLANKET PURCHASE AGREEMENT 14.8 DAYS

AUTOMATIC PURCHASE ORDER 54.7 DAYS

PURCHASE ORDER 58.4 DAYS

OELIVEKY ORDER 62.4 DAYS

CONTRACTS 97.6 DAYS

TABLE 2

We also reviewed the purchase request tapes from 24 bases to determine the

contracting methods used by contracting activities in support of base supply

and found the most common method used to purchase base supply demands was the

manual purchase order. It was used 40.71% of the time, the automatic purchase

order was used 38.69% of the time. Next came the delivery order, blanket

purchase agreement, contracts and other.
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AVER.AGE CONTRACTING METHOD USED BY CONTRACTING ACTIVITIES

MANUAL PURCHASE ORDERS 40.71%

AUT0OMATIC PURCHASE ORDERS 38.69%

DELIVERY ORDERS 16.36%

BLANKET PURCHASE AGREEMENTS 3.18%

CONTRACTS .11%

OTHE~R .25%

TABLE 3
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CHAPTER 3

FINDINGS -LP REQUESTS (GENERAL) PROCEDURES

OV E RV I EWi:

In this chapter we discuss the local purchase process in Base Contracting,
how it works and its problems. The methodology used for determining the
changes needed to improve the system consisted of four main activities: (1)
An analysis of the local purchase procedures beginning with the demand and
ending with the receipt of the property. To do this we prepared flow charts
to trace the flow and interaction of records and documents handled by the
local purchase system. Since this was a joint Contracting/Supply study, the
actions handled by Supply were evaluated under Supply's study "Streamlining
Local Purchase Procedures." [111 (2) Next, we reviewed the Defense Logistics
Agency 's and Air Force Logistics Command's automated small purchase systems to
compare them to the Air Force's Customer Integrated Automated Purchasing
System (ClAPS) to see if methods and procedures in those systems could improve
the Air Force's base contracting system. (3) Then we reviewed related
studies and reports to determine what methods and procedures could improve the
overall purchasing process. (4) Finally, we reviewed data from 24 Air Force
Base Contracting activities to determine the contracting methods being used to
support Base Supply.

This chapter includes the procedures and findings.

PROCEDURES

Demands processed to Contracting from Base Supply are either (1) local
purchase stocked items that have fallen below the reorder point, or (2) items
not stocked by Base Supply but identified by the supply system as being local
purchase items. Local purchase items can have either a federal stock number
or locally assigned stock numbers. When locally assigned it is assigned a
local number %L", part number "*P," or for one-time purchases, a wash-post
number "WP".

Demands are sent to Contracting from Supply daily and are merged with
other demands and input into the CIAPS or Base Contracting Automated System
(BCAS) system. The computer, based on parameters set up in the computer
system, can take three avenues in dealing with the demand (request for
purchase): (1) process the request to a holdover file, (2) produce either an
automatic purchase order or delivery order, or (3) prepare a request for
quotation.

HOLDOVER FILE:

The holdover demand file serves two functions: (1) to hold demands until
descriptions are loaded and other file maintenance actions are completed, or
(2) for consolidation of demands based on time or monetary parameters that are
set by each base Contracting activity. The time parameters can be set for
zero to nine days and the dollar parameters for consolidation $U to $999.00.
Then as demands are input into the system, they would be consolidated with
other demands until a request for quotation or automatic order is produced.
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AUTOMATIC PURCHASE ORDERS:

The system can issue automatic purchase orders (APO) to the vendor who
last furnished an item within the previous 90 days (or as set by the Base
Contracting activity). The computer, however, will only issue an APO if the
item was previously competed. Up to five APOs can be generated before prices
would be re-solicited.

The system will also produce an automatic delivery order if the contract
information is loaded into the system.

REqUEST FOR QUOTATION:

Another action taken by the computer is to produce a request for
quotation. Normally, solicitations will be automatically produced. Each
automated solicitation is accompanied by a schedule page, item trailer, source
trailer, , ad an award abstract. The system is designed to provide automatic
source selectioni and rotation of vendors.

FI ND INGS

HOLDOVER FILE:

The AFLMC's "STREAMLINING LOCAL PURCHASE PROCEDURES" study I111 states the
high cost to order local purchase items results in Supply ordering less
frequently than from other sources of supply and most of the time more than 90
days elapse between demands from Supply.

The Supply study also pointed out the descriptive data is limited since
the Supply system's item description is limited to 24 characters. The
Contracting system contains 1680 characters (48 lines), and the BCAS system
will contain even more. This inconsistincy results in Contracting requesting
additional descriptive data. At the option of the major commands, Supply can
maintain a manual non-NSN control file that contains a DD 1348-b in part
number stock number sequence which is difficult to screen for previous
purchases. This results in improper identification and allowing for the same
item record being loaded under local "L" or part "P" numbers. Customers then
do not know the item is in stock or that a substitutable/ interchangeable item
is available to satisfy the need.

In addition item records are removed from the Contracting system while
still active in the Supply system.

This constraint makes the holdover file ineffective.

AUTOMATIC PURCHASE ORDER:

The system will not produce an A.PO if the computer record: (1) reflects
the total order would be less than the minimum order amount a vendor will
accept or an amount less than *10.OO (if the vendor record contains no minimum
order amount), (2) contains blanket purchase agreement call history, (3)

b



reflects FOB Government pickup, or (4) reflects a walkthrough/special project
demand.

A 1981 funtional management inspection (FMI) [71 found manual intervention

on APO's was being performed at all bases inspected and 98% of the bases were
calling vendors to verify price and delivery. This was done to avoid
subsequent modifications to orders. Historically, price/delivery had changed
since the last order.

The COPPER Improved Computer Support (COPPER ICOMPS) working group also
concluded too much manual intervention was required on A'pos. They made two
recommendations (1) continue with the procedures, but change the system to
allow for input of a card which would produce a memo on telex paper to
authorize finance to pay the increased price; or (2) continue the present use
under a base's option.

We reviewed a GAO report entitled, "Expanded Use Of An Improved Defense
Automated Small Purchase System Would Yield Big Savings." [8] The report
found the standard automatic small purchase system of the Defense Logistics
Agency worked reasonably well. The quality compared favorably with manual
buys, but was less costly to administer.

We reviewed the Defense Logistics Agency small purchase automated system
at Richmond, VA and the Air Force Logistics Command's automated purchase
system at Oklahoma City, OK to see if portions of their systems could improve
the Air Force's base-level automated system.

The Defense Logistics Agency's small purchase automated system used
blanket purchase agreements (BPA) (similar to a charge account where the
general terms and conditions are agreed upon in advance with the contractor).
Eoach call against the agreement is priced individually with vendors.
Individual calls for items are issued automatically by a computer which
produces a shipping instruction and a vendor response card. It is the only
authorized method of placing calls under the agreement. Since automated calls
are issued by the system, no list of individuals authorized to place a call is
needed. The maximum dollar amount of a single call can not exceed $999 in the
LLA system.

NOTE: The administrative task of keeping a BPA current is a complaint of
Air Force BPA users.

Demands generate a BPA shipping instruction sheet and vendor response card
to vendors on a rotating basis. The vendor arranges for shipment and returns
the completed vendor resonse card within 17 days. The vendor signs the card
to: (I) agree to fill the order and (2) warrant the prices to the Government
are fair and reasonable and (3) are as low as those charged the most-favored
customer. The vendor includes the price to be billed and the shipping date
(the BPA call establishes It to 45 days as the delivery times). DLA places
the required delivery date on the shipping instruction sheet and vendor
rt,:sponse card. A call is accepted with confirmation of shipment from the
vendor. A suspense system is w,%Intained to follow-up on the shipment request.
The information cotained !n the vendor response card is input into the
computer to update Contracting's and Supply's f ties. The response cards are
then sorted by requisiton number and sent to Finance to support payment.

.' . . . . • .. • " +. -. . -. . . . . . * ." " i i ? " " " " -+ . . , " - . i i .
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Pae 2

essential to assure continued participation In the system. Continued let* re.-
turn of Vendor Response Cards, delinquent deliveries, and pricing discrepancies
are all justification for termination of the Agreement. Also, contractor' s
receiving less than ten (10) calls or $1,000 annually will have their Agree-
ments terminated.

ye 3ook forward to adding your firm to the list of conscientious and responsible
contractor'p currently a part of or Automated Bas Purchase System. If you
have an questions, please cal

SiLncrelyt

Chief, Automated Small Purchase I
Directorate of Contracting and Production



DEFENSE LOGISTICS AGENCY
DEFENSE GENERAL SUPPLY CENTER

Rkh.wd. Virginb 2 27

PLV
PIN To DSC-

Dor Sir:

Thank you for your Interest In participation in the Automated Small Purchase
Syst4m, Phase 1. Application forms for the Blanket Purchase Agreement, DD
Pbrm 3155, which wil form the basis of any contract awarded, are attached.

It is essential that the following information be completed on the application
on Page 1:

1. Firm name, street address, area code and the telephone number
In Block 9.

2. If applicable, indicate whether firm is a small and/or minority
business In block 11.

3. Specify any discount terms in Block 12.

4. And indicate whether your firm is a dealer or mani factuwer at
the bottom of Block 17.

Page 4, Part I of the application requires that you list the manufacturer's
oods (P5CM), the manufacturerts complete address, and the Federal Supply
Class for each product your firm will provide under this Agreement. A
microfiche listing of manufacturer's name to code is available for reference
at Defense General Supply Center (DWSC), Building 32, Reception Area. If
additional space is needed, please use the same format and continue on plain
paper.

The Automtqd Small Purchase System ib not currently authorised to Include
products of manufacturer' a mo require a minimum order quantity or dollar
value. Theso products mat be purchased using manual xml purchase procedures.

Parts IV throui& I of the aqppl4ation outline bow calls against the Blanket
Purchase Agreement are to be performed. Please study the Agrooment Terms and
Conditions cwaefu prior to sumissiona.

Firms w-e evmausted for acceptance In the ASP I System under the folloving
criteria: successful conduct of business with 3MC for a period of one year
Including satisfactory performance on a minimum of two contracts, and a
Pre-Award Survey with Valdh-Reay determination to ascertain If the app-
licant can meet oud specific EPA requirements. Wfective performance is

I1
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BLANKET PURCHASE AGREEMENT PROCEDURES
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g. Authorize the customer to make one-time purchases. (OPR: ALMAJCOM/LGs)

h. Establish policy and procedures to delegate the purchase of emergency
walk-through requests to the Base Supply Customer Liaison Office using

Standard Form 44 procedures/credit card/checkwriting. (OPR: AF/RDC; OCR:
ALMAJCON/LG/AC)

15
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The best order and ship time purchasing method, identified in the AFLMC
"Local Order and Ship Time" study [2], was the blanket purchase agreements;
however, Contracting uses this procedure only about 3% of the time.
Contracting's automatic order procedure excludes the use of blanket purchase

agreements. If the Air Force corrects the deficiencies with the source
selection procedure and allows for automatic issuance of blanket purchase
agreement calls, similar to the DLA system, it will improve order and ship
time and reduce manual intervention to verify price and delivery.

Customers having one-time purchases costing less than $200 are required to
go through an inordinate amount of time and paperwork to obtain these items.
Customers should be authorized to make their own one-time purchases.

S i USAFE found delegating emergency walkthrough requests to the Base
Supply Customer Liaison Office using the Standard Form 44 procedures was an
effective way to reduce time and customer frustration.

The Presidential Federal Procurement Reform Task Group #5 felt no true
simplification of small purchases can take place without rethinking the manner
in which payments are made to vendors. They suggested federal agencies test
various payment concepts. The Air Force should be on the leading edge in
testing these concepts to see how they reduce processing time and costs and
improve vendor relations.

RECOMMENDATIONS:

The following recommendations are made as a result of the findings and

conclusions. These recommendations, taken collectively, can significantly
improve the local purchase procedures to reduce the time and cost to process a
local purchase request.

a. Establish policy to reduce contracting leadtimes by using shorter
leadtime contracting methods whenever they can be applied. (OPR: AF/RDC; OCR:
ALMAJCOM/LGC)

b. Establish policy to provide annual requirements from base supply to
base contracting to take advantage of contracting methods with shorter
leadtimes. (oPR: AF/LEY; OCR: AF/RDC)

c. When policy (b. above) is approved, develop procedures to
automatically provide annual requirements to base contracting. (OPR:
AF/DSDO; OCR: AF/LMC/CC)

d. Establish policy to pursue quantity discounts and select the most
economical order quantity. (OPR: AF/RDC; OCR: ALMAJCOM/LGC/LGS)

e. Establish procedures to run the EOQ price break model as recommended
in AFLMC report #841041, "EOQ Price Break model user's guide when Zenith Z-100
computes are available. (OPR: ALMAJCOM/LGs)

f. Direct establishing procedures to allow for blanket purchase agreement
calls to be accomplished using the automatic order process. (OPR: AF/RDC, OCR:
USDO/CC)
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CHAPTER 6

CONCLUSIONS. AND RECOMMENDATIONS

CONCLUSIONS:

The current local purchasing system is ineffective and inefficient. It
4 begins with the descriptive data files. The current Supply system limits item

descriptions to 24 characters, the contracting CIAPS system allows 1680
characters (48 lines) and the BCAS system will allow for more. This results
in contracting not having all the necessary characteristics to make a
purchase. At the option of the Major Commands, Supply maintains a manual
no-NSN control file that contains DD 1348- in part number/stock number
sequence which is difficult to screen and sometimes results in improperly
identifying items. The same item may be loaded more than once. It is
difficult to determine if an item is available or if a substitutable,
interchangeable, or even the same item is available under another local stock
number.

In addition the Contracting system deletes items from its system while the
item may be still active in the Supply system. This results in additional
work to research and reload items.

The Contracting system consolidates items for only 9 days. With the high
local purchase cost to order, Supply generally places orders more than 90 days
apart. If Supply provided annual stable demands to Contracting, Contracting
could detemine and use methods to shorten leadtimes. If contracting knew the
annual demands for mandatory sources of supply, it could obtain annual
clearances and allocations and set up the computer system to produce automatic
orders. This in turn would reduce the administrative time to process orders.

Contracting may not be making the most economical quantity purchases.
However, if Supply determined which items would make good candidates for
ordering higher quantities to take advantage of quantity discounts,
Contracting could solicit quantity discounts from bidders. If applicable, the
vendors could recommend two quantities which would be more economically
advantageous and include a quotation of the total price and units to be
procured. With the economic order quantity EOQ price break model recommended
in AFLMC Report #840120, "Streamlining Local Purchase Procedures" contracting
could determine the most cost effective quantity to purchase. The EOQ price
break model computes the total variable cost and compares potential savings to
buying the EOQ with no discounts. The model is described in the Small
Computer Applications for Logistics Engineers (SCALE) data base maintained by
AFLMC/LGY. Software may be obtained from the OPR listed in SCALE (AFLMC

Vreport #83081U) or by calling AV 44b-4524. After running the model to
determine the lowest cost quantity to purchase, changes must be made with an
LPA procurement status card to adjust the supply records.

The current source selection procedures must be improved to ensure vendurs
are solicited for items they can provide. This would result in greater use of
automatic orders and reduce manual intervention to modify orders as well as
improve vendor relations.

13



were forwarded to the servicing Contracting office. They found the SF 44

significantly reduced the number of interruptions of walkthrough requests, and
in turn, enhanced the productivity of the contracting region. USAFE concluded
their program is extremely cost-effective since it allows the customer a

one-stop processing point in which to handle small dollar requirements. The
procedures are contained in Appendix U.

*IPREST FUND:

The Air Force Accounting and Finance Center requested consideration be

given to expanding the use of imprest funds within contracting offices. HQ
AF/RDCL asked field activities to determine if they felt we should increase

Lhe use of imprest funds. The consensus was that imprest funds are presently

used to the maximum practical extent. (4]

TASK GROUP 5:

We also reviewed the simplification of small purchases report accomplished

by Task Group No 5 under the authority of Executive Order 12352 on federal

procurement reforms. It stated "Perhaps in the small purchase arena, as
". nowhere else, the opportunity to achieve the stated goal of Section 1 (E)

" (establish programs to simplify small purchases and mimimize paperwork burdens
imposed on the private sector, particularly small business) of Executive Order
12352 exists." 161

The task group found there will be no true simplification of the small
purchase process without substantially rethinking the manner in which payment
is made in small purchases. The task group expended considerable time and

" effort exploring ways to modernize and streamline the payment of vendor's

invoices for small purchases. The task group developed products which they
proposed for test and susbsequent implementation of the results as indicated.
They included check writing, bank card check, electronic fund transfers (EFT),

"* purchase order draft, credit cards, debit cards, and cash management accounts.
' The task group consensus was that the mother lode of what was intended by the

* executive order had been struck in this portion of the overall endevor. The
procedures suggested are contained in Appendix E.

12
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CHAPTER 5

DELEGATION OF PURCHASING.

OVERVIEW:

One of the goals of simplified small purchase procedures is to minimize
administrative costs and provide opportunities for small business concerns to
fulfill authorized governments needs. In this process, however, Base
Contracting offices typically do not allow organizations to make simplified,
low dollar purchases. Organizations are only allowed to make calls against
pre-priced contracts. An exclusion to this is the imprest fund.

Therefore, another objective of the study was to determine and identify
controls needed to delegate limited contracting authority to users. To do
this we reviewed: the wash-post procedures, the procedure used by HQ USAFE in
delegating purchasing authority using the Standard Form 44, the use of imprest
fund, and the Final Task Group #5 report on "Simplification of Small
Purchases" 1b]. In this chapter, we include our findings.

FINDINGS

WASH-POST PURCHASES:

Wash-post purchase actions are one-time purchases of less than $200 and
ordered less often than once every 180 days. To establish an item as a
one-time request, it is processed through the Standard Base Supply System
(SBSS) first. The "Streamlining LP Procedures" study Lill established that
during February 1984 there were 34,478 wash-post requests Air Force-wide. It
also found the current procedures to be burdened by excessive leadtimes. It
tound the average order and ship time minimums for two bases ranged from 75 to
8b days with maximum times from 289 to 382 days.

Wash-post items by their nature cause exceptions to Contracting's and
Supply's systems. As an example, if a customer requires 10 of a particular
item, the customer processes the paperwork; and then if it is determined the
vendor's standard pack is 12, the customer is required to cancel the current
paperwork and re-input the paperwork for the higher quantity. History is not
maintained on wash-post items.

STANDARD FORM 44:

Units in USAFE, the Det 2/7000 Contracting USAFE Contracting Region, 86
TFW Accounting and Finance/ACF, and 8b TFW Supply signed a memorandum of
understanding to test for 6 months using the Standard Form (SF) 44 (purchase
order-invoice-public voucher) to delegate purchasing responsibility to the
Base Supply Customer Liasion Office (CLO). The limits of the test included
purchases not exceeding $300, the item mist be immediately available
(off-the-shelf), only one delivery and one payment, and only items of
relatively simple description. During the test, the CLO handled 164 SF 44
actions for 251 line items. During the period, only 83 walk-through requests

11
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NUMBER OF ACTIONS BY MANDATORY SOURCE

PRISON 427

BLIND AND OTHER

SEVERELY HANDICAPPED 54

GOV'T PRINTING OFFICE 179

INTRA GOV'T 714

DFSC 162

TABLE 4

The BCAS and CIAPS systems can produce automatic delivery orders to obtain

our requirements from these sources.

I0
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CHAPTER 4

FINDINGS - MANDATORY SOURCE

OVE RVlI El

One of the objectives of the study was to examine the effectiveness of
current methods of buying from mandatory sources of supply and see if
alternative methods could streamline or simplify the process. In this
chapter, we discuss how Base Contracting processes requirements for mandatory
sources.

FINDINGS

Normally, products obtained from the Federal Prison Industries, or the
blind and other severely handicapped, are obtained through Supply channels
from GSA stores or stocked depots; however, under certain conditions Base
Contracting activities place orders directly. The conditions are:

1. Supplies require overseas packaging or packing.

2. Supplies are required in carload lots.

3. Supplies are required in less than carload lots but are not stocked by
GSA stores/depots.

4. The contracting activity is so located that it is more practical and
economical to order directly from the prison.

5. The GSA stores/depot is temporarily unable to furnish the supplies.

Also, purchasing from these mandatory sources is not required if: (1)
immediate delivery is required by public exigency, (2) suitable used or
surplus property can be obtained, and (3) the total cost of the order is
$25.00 or less.

When purchasing from the prison and blind under these exception rules, the
contracting office or others placing orders are required to obtain clearances
or allocations prior to placing orders with them.

We reviewed the contracting actions for Base Supply collected from 24 base
contracting activities (a total of 381,042 actions were reviewed over a
13-month period). We found the percentage of purchases made from the
mandatory sources of supply listed below totaled less than .1Z of
contracting's actions. Table 4 indicates the number of actions placed with
the sources indicated as mandatory.

9
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The computer updates the system by checking the vendor response card
pricing information against the price information contained in the system. If
the price exceeds the base price set in the computei by 25 percent, the item

*is produced on a vendor price variance report. This is then reviewed. if
prices billed are found to be unreasonable, the vendor is contacted for
resolution. Unsatisfactory resolution of the action could result in
termination of the vendors's BPA.

A study entitled, "Effects Of Pricing Of Phase I Automated Small Purchases
Due To Changes In System Parameters And Increased Purchase Limits," [12)
looked at the effects of raising the dollar limits of lILA's automated small
purchase system (ASPS) over a period of time from $25U to $500 to $1000. The
primary question in that research was whether vendors maximized their prices
charged to the Government within the limits of the automated small purchase

*system (ASPS). The study concluded price variance changes in the system did
not cause vendor price increase. It did f ind designating the system as a
Small Business Set-Aside increased prices.

The benefits of the DLA system are: (1) the shipment requests are issued
by the computer automatically, (2) no vendor contact up-front, thus reducing
manpower resources, paperwork, and time requirements. No contracting officer
review and approval is required except for review of summary invoices
submitted by the vendor at the end of month. Appendix B contains information

* on the DLA BPA procedures.

The Defense Logistics Agency Richmond Center stated the manpower
requirements to process the FY84 actions in the manual mode would have taken
27 people, they accomplished the task using 10 buyers. They also received
approximately $34,000 in refunds from Contractor on overpricing actions.
Further, the GAO report entitled "Expanded Use of An Improved Defense
Automated Small Purchase System Would Yield Big Savings" [81 states expanued
use of the system by Defense Logistics Agency would save an estimated $4.5
million annually in administrative costs.

REQUEST FUR QUOTATION:

The 1961 funtional management inspection (FMI) [7] identified several
problems in the CIAPS source selection process. The problems included: low
vendor response to solicitations caused delays in meeting customer's

* requirements; the classification scheme used to categorize vendors by the type
item they furnished was defective, and the procedure used to register new
vendors was redundant and time-consuming.

The COPPER ICOMPS working group concluded the present source selection and
consolidation from the source file is not effective. Among their
recommendations were to expand the item record to include up to five vendors,

* eliminate the source file for commodities, encourage potential suppliers to
* provide information listings of available products for use by buyers making

item load decisions and consolidate mailings of solicitations to vendors
whenever there are two or more items with the same vendor loaded in the item
record.

8
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mue etrtieneon reeag'efersgftredtseso destination. (ill damaged in transit, or GOt not conforming topur. 17. TERMINATION FOR DEFAULT-The Contract
cla i&t nd rud.cee the Apela hodc mays Frhe r e d th sof chase requtireeimens The Contractor shall erither replace, repair, or ing Officer. by written notice, may terminate this contract, in
th go a etolr SPemAtwy e.m o l A corectsch supplies promptly at his expense, provided inAtruc whote me in pars, for failurn of the Contractor to perform an% tat the01 1414k)tie" s do no are furnished by the Contracting Officer within provasons hereof In tuck esent, the Contractor Outll be tiable forS. FOREIGN SUPPLIES- Time compract ineukiec tsk slnety (101 days from the date title so the* supplies vast$ in the defaages. including the excess coot of rePouring similar supplies
Say Amoricas Act e61 I SIC to" simpemented by Section VI Government 1180 days for overstec shipment.) or Services, provided that, if toit is s determined for any reanon
ofl the OAR and smay reetrictiens in appropritoen mct on she pew Ido Preperetsom i ellnice shut the Covtractor oas out an default or lit the Contractor'.

aueet of forigo supplies The quotation must Identify may Ill Upon delivery of supplies tona poet office. common carrier, failure to perform is without his and bis subcontractor's control.
foreign Items to be fouiad or ist shipments by other means, she point of firest reeipt by the* fault or negligence. the termination shall be deemed to be a tor

7. CO VICTLASO - I conectin wih th for Goveirnment. the Contractor Shall prepare ainicinc trminattin rit aavetrtrunder paragrapih In A..ad an thsin ,t
dacewahClusS fth Gn Ia Provisions of Purchase Order. vtanhrtmvttaaritar and ihiatatrn i.ecu-

mace Of orkt under than contract. the Contractor &greet not to ecopt that invoices under a blanket purchasle agreement shall he ,t -i~ra atu inv tir
emgoay ay pernen undergeingr sentence of impeimsoeacept prepared in accordanceo with she previsions of she agreement. All

mis provided by Public Law 05176. September 10. 19IS flU USC. invoices ihall alsoa be prominently marked "Fast Pay."
6@ldallb sod Executive Order t tiM. Decomor 19. 1973. (2) If the purchaseo price exclsdes the cost of transportationi. 15. TERMINATION FOR CONVENIENCE -TheIL OFFICIALS NOT TO BENEFIT - No member of or the Contractor shall enssr the prepaid shipping cast on the invoice Contracting Officer,. by written notice. may terminate this e
Delegatet to Coasaers or resident commiseioer. shall be admitted as a separate item. The coat of parcel poet insurance will amt he tract. in woleI or in pert. whes it is is the hest inerest of she
se ay shae" or part of this eitrnce. or to ay boweft that may paid by she Government. If tritnsportation charges are separately Government. It this contract in far supplies arnd is so terminated,
arm terefrem. but this provision Shall am be eo re tos itsteld on the in-iwe. the Contracitor sipree totIn relat'oaed pawd th Contractor shall he compesated is accordance with Section
ted ao thns contractt if made with a "afpernsiea for ita, geora freight bills or other transportatin hsilg paidseprately for a VI1I if the Ilefonat A, qoi..tiwin Neitulattia in rret toin thin fain
brefit peio of threse 1SI years and to furnish such bills to she Govern stat-tn date Ti. the extent thai this caontrat to fir setim tn and ao

mnwhen requested for audit purpoo5 -i .ariae h rvemn hl eIaheui a iimS. COVENANT AGAINST CONTINGENT FEES- "137 In the event this order rqiethpeorinof a mi f-inrdan th othi imnt prhalhvantia sni than atef f
The Contractor carais that no person or selting Wgey km Mdaterial Inspection and Receiving Ifeport (DD Form 2501. 5k rvseraie rfa i h feciedt t imniia
been empleyed or retained I*a soliit or secure tie eetro upon Contractor has she option of efiher preparing the DO Form 250 or avr edrdfnt i h ficiedt i rfi~ur
as agreement or understanding for a commission. perentage. Including the following information on the invoice in addition to

* brokerage itt onstisest fee. rset yrt ben. fide employee. or that required an itcal ave: WA a statemeitnt oin promtnent letters
be"a fade emonieblied csininteirrisl or selling jseie.a amasafd -NO 002110 PREPARED". 13) shipment somher; ICI mode of skip 19. ASSIGNMENT OF CLAIMS-Clam for mls
tl ire Ctailr for Ite purpos of Wsecn business rot breach meat, and (DI as line item level. Iil National Stork Number andior due or to become due under thin contract shall he assigned only
orc vrniataon of this warranty she Government shall havce she right. manufturer's prt number. MWi unit of measure. Wit Ship To pursuant so the Assignment of Claims Act of 1940. as amended It~l
to annul kte contrart withost liability or tn its discretion to Point. liv! Mark r Poist if in consents, and ivt MILSTRIP dora- USC 11. 4 1 US C li However, payments so an anosigneel of

* deduct ferm the contract price or consideration or otherwise mess slumber if in contract. When a 0O Form 260 is not required, monies under this contract shall not. to she estest provided is
recover, the foil amount of such commission. percentage. the 1nvice Will tdinclde sh afllon Information Ill Ship To sed Act. of amended. be subject to reduction or seteff 'See
brokerage or contingent fee Point. Ilii Marb For Point and ILSTAIP document numnber am in clause Ill

THlE CONTRACTOR HERESY ACCEPTS THE OFFER REPRESENTED SY THE NUMSERED PURCHASE ORDER AS IT MAY PREVIOUSLY
HAVE SEEN OR IS NOW MODIFIED. SUBJECT TO ALL OF THE TERMS AND CONDITIONS SET FORTH. AND AGREES TO PERFORM THE SAME

* NAME OF CONTRACTOR SIGNATURE TYPED NAME AND TITLE DATE SIGNED

DD41 0=1155r REPLACES EDITIONI OF I MAR 78 WHIC. IS OSSOLETE
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SCHEDULE

* PART 1I GENERAL

A. This Blanket Purchase Agreement (BPA) is established with the
authority to issue calls through the use of the Automated Small

* Purchases - Phase I System. Calls shall be is-sued on DLA Form 1224
and 1225r. This is the only authorized method of placing calls under

* this Agreement. All pertinent details relating to the required
supplies will be furnished on these forms when individual calls are
placed. Due to the use of an automated purchasing system, no list of
individuals authorized to place calls shall be provided.

B. Supplies covered by this Agreement include general supplies,
such as electrical, refrigeration, photographic, food service equip-
ment, some of which are identified by National Stock Numbers (NSN)

* and others to which no NSN is assigned.

C. The Contractor shall furnish said supplies, when ordered, in
accordance with PART V (Five) of this Blanket Purchase Agreement.

D. Offerors are requested to indicate below (or by attachment)
*the name, FSCM (Federal Supply Code for Manufacturer) and complete

address for each manufacturer of the product(s) they will furnish
under this agreement. Manufacturing Divisions must be identified
individually. Federal Supply Class (FSC) will be required for manu-
facturer(s) if entire product line is not offered. Incomplete or
incorrect data cannot be processed.

After initial establishment of the BPA any subsequent request
* to add additional manufacturers to the BPA must be accompanied by a

letter from the manufacturer stating that the vendor is an authoriz-d
dealer for that manufacturer.

FSCM Codes are listed in Cataloging Handbook, H 4-1, Name To Colo,
* (Microfiche Format) available from:

The Superintendent of Documents
US Government Printing Office
Washington, D.C. 20402

(202-783-3238)

or may be viewed at the Defense General Supply Center, Flloa. 72,
Directorate of Contracting and Production Reception Area.

MANUFACTURER/ FEDERAL SUPPLY CODE FEDERAL SUJPPLY
*DIVISION FOR MANUFACTURERS (PSCM) CLASS LnATTON



5
E. Offeror will complete Block 11 on DD Form 1155 cover sheet.

F. The Government is obligated only to the extent of authorized
calls placed against this Agreement.

G. All reference to "Contract" throughout this instrument shall
be construed to be applicable to this Blanket Purchase Agreement.

H. This Agreement shall be deemed renewed for one year periods
effective I October unless otherwise notified by the Contracting
Officer. This renewal shall be indicated by advancing fiscal year to
the next year within the basic BPA number. (For example, DLA-400-
83-A-AOO1 would become DLA-400-84-A-AO01.) This Agreement may be
terminated by either party furnishing written notice of termination
at least 30 days prior to the desired date of discontinuance.
Offered items in a Federal Supply Class (FSC) or of a Federal Supply
Code for Manufacturer (FSCM) may be suspended if the Contractor fails
to perform in accordance with the terms of this Agreement.

PART II - MAXIMUM DELIVERY LIMITATION

A. The maximum dollar amount of a single BPA Shipping Instruc-
tion (Call) under this Agreement, including costs of preparation for
delivery and all applicable taxes, BUT EXCLUDING shipping costs when
stated separately, shall not exceed $999.00.

B. If a call exceeds $999.00, the contractor shall not ship but
shall return the DLA FORM 1225r, "Vendor Response Card," coded "P"
and all copies of DLA Form 1224 "BPA Shipping Instruction." Any
price, delivery time, etc., shown on the returned card or shipping
instruction will be considered valid for thirty days and may be used
in other negotiated procurement.

PART III - PRICING

A. PRICE FACTORS
Prices charged by the contractor for supplies ordered under

this Agreement will be net prices reflecting any volume or trade
discounts and will include all preparation for delivery costs and all
applicable taxes, including applicable Federal Excise Tax.

B. PRICE WARRANTY
Excluding the reasonable added costs for special handling and

packaging of Government orders, the contractor warrants that prices
to the Government under this Agreement are fair and reasonable and
shall be as low as those charged the contractor's most-favored
customers, including prompt payment discounts.

: :: : :::":::-::: :-:-.:-



C. PRICE REVIEWS6
The G~overnment may conduct postaward reviews to assure

reasonableness of prices and most-favored customer prices for items
supplied against this Agreement. Should such a review indicate the
need for justification of the prices charged for a particular item,
the contractor agrees to furnish the Government sufficient informa-
tion to establish the reasonableness of the prices charged. Some
factors the Government may consider in determining reasonableness of

* prices will be catalog or market prices, prior prices paid, compari-
son to similar items, value analysis, and visual analysis. Should the
contracting officer determine that prices charged for particular
items are unreasonable or exceed most-favored customer prices, an
equitable price adjustment in the form of reimbursement to the

- Government will be negotiated.

PART IV - INVOICING AND PAYMENT2

A. Invoices will be submitted to the Accounting and Finance
Division, Defense General Supply Center, DOSO P.O.Box 4208, Richmond,
Virginia 23297, at least monthly or upon expiration of this Agree-
ment, whichever occurs first. Invoices may be accumulated and a
consolidated payment made at least monthly.

j B. Invoices will be submitted in accordance with the provisions
* of Articles 3, "Payments", and 14, "Fast Payment Procedure" of DD
* Form 1155r, Page 2 of this Agreement.

(NOTE TO CONTRACTOR: Parcel post shipment charges or
* freight shipment charges will be prepaid and added to the Invoice as
* a separate item. It is further to be noted that ALL TRANSPORTATION

CHARGE documentation MUST BE RETAINED by the ContrActor for a
period of three (3) years.)

* C. Notwithstanding the contract provisions entitled "Discounts"
(Article 4 of General Provisions - DD 1155r), the period of any dis-
counts offered will commence on the last day of each month for in-
voices received by the paying office subsequent to the final billing

* of the previous month or on the date of receipt of an invoice for all
deliveries accepted during the billing period, whichever is later.

* Discount terms shown in Block 12 will govern unless more favorable
terms are offered in response to a call.

7,



PART V -ORDERING PROCEDURE (cont.) 8

2. The "Consignee Copy" of the "'BPA Shipping Instruction" is
to be included inside the container of supplies shipped to the
Consigniee. Failure to provide this copy to the "Receiving Activity"
will be considered a packing discrepancy and may be cause for
termination of this agreement.

C. One copy of DLA Form 1225r, "Vendor Response Card, "will be
received by the contractor and shall be processed as indicated.

Dec vimbom MIC4 IM A OUANTT I AM 1

c o "sv . coot~000 a__ WIL - i,601 1 3 i1 19

4 CO.AWGI It CARD uI OII NC

1901 OAN NUNIT
c0Uft1?I aCARD 1

91 T hi - wan

A SnIDCDS1 "OW N O i

glIm PON cowsus -- C 00 -t

1. Cadcolumns 4 through 32 across the center section of
the card are to be completed by the Contractor as follows:

Field egend Card Columns Instructions
RC (Reas Vode) 4Complete with appropriate

code 'I" ",C"1, " P" , or "IN",
as listed on card, indicat-
ing action taken.

Quantity 5-9 Self-explanatory.
Unit of Issue 10-11 Self-explanatory.
Unit Price 12-21 Unit Price will be the net

unit price, including
preparation for delivery
charges and all applicable
taxes. Dollars are entered
in cc 12-16, cents in 17-18
and mills in cc 19-21.

5%



D. INVOICES- 7
(1)TAninivoice is a written request for payment under the

contract for supplies delivered or for services rendered. In order to
be proper, an invoice must include as applicable the following:

Sa) Invoice Date;
b) Name of Contractor;
(c) Contract and call number, contract line item

number, contract description of supplies or services, quantity,
contract unit of measure and unit price, and extended total;

(W Shipment number and date of shipment; (Bill of
Lading number and weight of shipment will be shown for shipments on
Government Bills of Lading);

(e) Name and address to which payment is to be sent
(which must be the same as that in the contract or on a proper notice
of assignment);

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

(g) Any other information or documentation required by
other provisions of the contract (such as evidence of shipment).
Invoice shall be prepared and submitted in quadruplicate C one copy
shall be marked "original" unless otherwise specified.

(2) For purposes of determining if interest begins to
accrue under the Prompt Payment Act (Public Law 97-177):

(a) A proper invoice will be deemed to have been
received, when it is received by the office designated in the
contract for receipt of invoices and acceptance of the supplies
delivered or services rendered has occurred;

(b) Payment shall be considered made on the date on
which a check for such payment is dated.

E. DISCOUNTS AND PAYMENT TERMS (DLA 1982 SEPT)
Payment Terms (e-g., "1net 20") Offered by the contractor will

not be deemed "Required Payment Dates".

PART V - ORDERING PROCEDURE

A. Supplies required subject to the terms of this Agreement will
be ordered by the issuance of DLA Form 1224, "1BPA Shipping Instruc-
tion" sample of which is included herewith as Attachment 1 , and DLA
Form 1225r, "Vendor Response Card." Such orders or "Calls" will be
identified by a "1BPA CALL Number." This Call Number will be a four-
digit number starting with "10001" following the BPA Number.

B. Contractor will receive an original and one copy of DLA Form
1224, "1BPA Shipping Instruction." This form is self-explanatory and
includes all information necessary for completion of purchase and
shipping action.

1 . The "'Vendor Copy" of "1BPA Shipping Instruction" is to be
retained by the contractor.



Field Legend Card Columns Instructions 9

Total Price 22-28 Total Price of item shipped.
Ship Date 29-34 Enter date item will be

shipped, (must be on/or
before required delivery
date). Use numeric digits

ZERO PILL UNUSED CARD COLUMNS 4-34 for month, day and year,
CHECK: DOMESTIC, FOREIGN; HAZARDOUS, respectively (For example,
IS-IS NOT APPLICABLE January 2,1 1983 would be

written 01/02/83.)

2. The Contractor will forward the completed and signed DLA
Form 1225r, "Vendor Response Card" to the Defense General Supply
Center as soon as possible, but in any event so as to be received at
DGSC within 17 days from the date shown as "Date Call Issued." The
card will be provided in a pre-addressed envelope and may be mailed
without a cover letter. Upon completion and execution through
affixing signature indicating that the required item can be supplied
and mailing of the card, the Contractor becomes legally obligated to
supply the required item at the prices stated, subject to all the
terms and conditions of this Agreement.

3. In the event the Contractor cannot supply the required
item in the specified quantity, or if the total price would exceed
$999.00 contractor will code Block 4 of the card accordingly, furnish
explanatory notation as to the reason, and return the card and all
copies of the DLA Form 1224, "'BPA Shipping Instruction" to Defense
General Supply Center.

4. A shipping instruction shall be cancelled if no communica-
tion from the Contractor has been received at DGSC within the 17 day
limitation as cited in Part V, C, 2, above. Every effort should be
made by the Contractor, however, to return the Vendor Response Card
in a timely manner and properly coded even though it may not be
possible to supply the required item.

D. Questions concerning this procedure or any individual BPA
Call received, contact DGSC AC 804-275-3576 or 3275.

PART VI - DELIVERY OF SUPPLIES

A. TIME OF DELIVERY
1 . The Co-ntractlor shall deliver supplies as soon as possible

after receipt of each BPA Shipping Instruction Sheet (SIS) but not
later than the required delivery date (RDD) stated therein. Shipping
instructions will normally specify a required delivery date of 16 or
45 days.

2. The required delivery date shall be expressed as five
digits. The first two digits indicate the calendar year and the last
three indicate the numerical day of the year, i.e., if delivery is
required by 17 February 1983, this would be expressed numerically as
F33048. The 83 represents calendar year 1983 and 048 is the 48th day
of 1983 or 17 February 1983.



PART VI - DELIVERY OF SUPPLIES (cont.) 10

3. Partial shipments are not acceptable, unless specifically
requested by the Administrative Contracting Officer.

4. Erroneous shipments will be recovered by Contractor and
returned at Contractor's expense.

B. EXTENT OF QUANTITY VARIATION
Within the restrictions othe Variation in Quantity Clause,

Paragraph 2 of The General Provisions on Page 2 of this Agreement and
the maximum value specified in Part III A (Page 5) the following
limitations as per DAR 1-325 shall apply: 10~ INCREASE, 10% DECREASE
Order cannot exceed $999.00 including authorized variation in
quantity.

C. DELIVERY OF EXCESS QUANTITIES OF $100.00 OR LESS (DLA 1980
DEC)

The Contractor is responsible for the delivery of each item
or sub-item quantity within allowable variations, if any, required by
the contract or order. If the contractor delivers and the Government
receives quantities of any item or sub-item in excess of the quantity
called for by the contract or order (after considering any allowable
variation in quantity) and the dollar value of such excess quantity
amounts to $100.00 or less, the excess quantity will be treated as
being delivered for the convenience of the contractor; and the
Government may retain such excess quantities without compensating the
contractor therefor; and the contractor waives all right, title, or
interests therein.

D. UNIT PACK ASSEMBLY
A contract item which consists of an assembly or a group of

components shall not be broken down into separate components. Each
part must be furnished as the complete assembly specified under the
part number, in a single unit package, disassembled only to the
extent necessary to safeguard parts subject to damage or loss and to
accomplish reduction in cube.

E. PART NUMBER CHANGES
1 . If the contracor is Aware that the required part number

set forth on the BPA Shipping Instruction has changed, the Contrac-
tor is authorized to make shipment and shall show the new part number
on DLA Form 1224, "IBPA Shipping Instruction," and on the DLA Form
1225r, "Vendor Response Card." All packing lists shall contain the
original part number (bracketed) in addition to the superseding part
number together with the other required information. Any such items
may be shipped immediately by the Contractor.

2. Except as authorized in the preceding paragraph, only the
part number cited in the item description is to be furnished. No
substitution of any other part number is authorized even though "or
equal" is stated in the item description. Contractor shall annotate
the Vendor Response Card, code "IN," unable to supply, and return the
card if unable to furnish the part number cited.

-. -
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PART VI - DELIVERY OF SUPPLIES (cont.) 11

3. The Contractor shall supply the name and telephone
number of a contact with the manufacturing firm for the Government's
verification of any part number change.

F. HAZARDOUS MATERIALS
t. The contractor shall comply with the requirements of

current Federal Standard No. 313. DAR 7-104.98 requires preparation
and submission of a material safety data sheet (Form OSHA-20 or DD
Form 1813) or a waiver for submission for all hazardous material
delivered. Submission of this sheet is mandatory unless waiver is
granted on prior submission.

2. Vendor Response Card, DLA Form 1225r, has space to check
IS or IS NOT hazardous. Shipping Instruction Sheets, DLA Form
1224, will be accompanied by Clause L41 , Waiver of Material Safety
Data Sheet Submission (Attachment Number 3). This clause is to be
filled in and returned if you check the IS hazardous block. If you
do not request a waiver for submission o-material safety data sheet
or if your request for waiver is denied, the contract will be
modified by adding Clause 15, Submission of Material Safety Data
Sheet (Attachment Number 4).

G. PREPARATION FOR DELIVERY

1. PRESERVATION AND PACKAGING AND PACKING (PPP)
Commercial practice PPP, except Mil STD 129 marking is required on
all parcel post shipments. If not parcel post see packaging clauses
417, 42A, ind 47A in Paragraph VI. G. 2. below.

2. Preservation, packaging, packing and marking shall be as
.ppcified in the individually numbered clauses listed below when they
ire identified in the order as being applicable. IN ADDITION TO THE
REQUIREMENT- IN INDIVIDUAL CLAUSES, THE FOLLOWING SHALL APPLY TO ALL
2RDFRS:

.2n-ifications: All specifications referenced herein shall be of
the edition in effect as of the date of the solicitation. When a
spoecLfication does not include military level "C" requirements for
preservation, packaging, and/or packing as cited, but includes
rpquirements for "Mfrs Std Commercial Practice", "Commercial
Practice", or similar statements, the preservation, packaging, and/or
pucrking shall be accomplished in accordance with the applicable
parigraph of the specification and MIL-STD-1188, "Commercial
Picknrping of Supplies and Equipment". Shipping containers shall
comply with the requirements of the Code of Federal Regulations,
Uniform Freight or National Motor Freight Classification Ratings,
Pules and Regulptlons, and/or other rules and regulations applicable
to flhe mode of triniportation.

Unit Priokqging: When 'he phrase "See Preparation for Delivery,
au i" for a line itpm is preceded by an entry of QUP (number),

that number of complpte units shall be placed in a single container.
r)therwise, the unit pa-kage quantity may be in accordance with the
muppli-r's stindird commercial practice, with the following

[ .-. ,. L."..)L ~ .. ).. .. .I-.... . . . . ..... .. ...... .. .[.i .. L.. .. L. ).t



ART VI - DELIVERY OF SUPPLIES (cont.) 12

xceptions: Unit quantity shall not exceed 50 pieces or 25 pounds,
hichever occurs first; single items weighing over 10 pounds shall be
ndividually packaged and bulk preservation and packaging as is used
,or inter-and intraplant shipments and for shipments to repackaging
obbers and parts distribution outlets for repackaging is not
icceptahle. When the item as described consists of disassembled
-omponents/subassemblies package a sufficient number of the
!omponents/subassemblies to form a single, complete item in a unit
,ackage. Under no circumstances will components/subassemblies be
)ackaged separately, in quantity, unless specifically authorized by
-he contracting officer.

'rohibited packaging materials and practices: Notwithstanding any
)rovisions contained elsewhere in the contract, referenced documents
)r specifications, the use of asbestos, loose fill polystyrene,
xcelsior, newspaper, or shredded paper (all types including waxed
)aper and computer papers), as cushioning or dunnage material is
)rohibited. When palletization is not specified and the contractor
)alletizes the load as a part of his standard practice, glue bonding
ts a means of securing the load is prohibited, to the extent
3pecified in MTL-STD-147.

0T (1976 OCT) Packaging shall be in accordance with the vendor's
3tandard commercial method for export. For the purpose of
Dreservation/packing level marking, the packaging level shall be
narked level A.

12A (1976 OCT) Packing - Level A: Units packaged as specified shall
)e packed in shipping containers conforming to any of the following:

SPECIFICATION CONTAINERS
P-B-636 Box; fiberboard, weather-resistant
PPP-B-591 Boxes; wood-cleated, fiberboard, weather-resistant
PPP-B-576 Box; wood-cleated veneer, paper overlaid, overseas
PPP-B-595 Boxes; wood, wirebound, normal overseas or military

overseas
MTL-B-43666 Boxes; wood-cleated, plywood, wirebound or

fiberboard
MIL-P-26342 Pallet box, fiberboard, expendable, for air

shipments, overseas
PPP-B-601 Boxes; wood, cleated-plywood, overseas
PPP-B-640 Boxes; fiber, corrugated, triple wall, overseas
PPP-B-621 Boxes; wood, nailed and lock-corner, overseas
MIL-B-26195 Boxes; wood-cleated, overseas
MIL-B-26241 Boxes; demoiintable, assembled with fasteners

other than nails and screws, overseas
MIL-C-4150 Cases, airtight
MIL-C-11133 Crate; wood, overseas
MIL-C-9897 Crates; slotted angle, steel or nluminum, overseas
PPP-C-650 Craten, wood, open, and covered
MIL-C-22806 Crates; sheathed, wood, wirebound, overseas

,:- :: '- J -:. . , L: Z L -,. ',--* .;. ... " - ".- . . ... . . " .



Name and Freight Destination Code, Name and Freight istInation
ude'i'p Code when Used as Mall DELIVERING (include Zip Code when Used as Mall DEL IVERING
ited Parcel Service Destination) RAILROAD or United Parcel Service Destination RAILROAD
W34OO Transportation Officer ZJ. FOuU7O Tralrpof-tatlon Officer
ofense Depot Ogden (OUR LD) Kel ly AFB (SP)
gden, UT 84407 Son Antonio, TX 78241
he truck entrance (West Gate has a direct approach Annotate bl Is of ladi ng: "Receipt of general cargo
Interstate Highway 15. This gate Is open between Is fron 0630-1400 hours, Mon-Frl," end Consignee
1700 hours on weekdays, holidays excluded. or applicable stock record account nubeer."
Ixed loed shipments will be received Mon-Fri until 23. FD2020 Transportation Officer
hours. Straight commodity load shipments will HI I I AFS, UT 84056 (UP)
calved Mon-Fri until 1200 hours. Delivery hours 0730-1530, Mon-Frl.
W3500 Transportation Officer 24. FD2040 Transportation Officer
efense Depot Memphis (IC, L&N, SLSL) McCle Ilan AFB, CA 95652 (SP)
amphls, TN 381 14 Motor shipments accepted 0730-1500 hours, Mon-Frl
ary hours are between 0630-1400 hours, Mon-FrI, except holidays.
ding holidays. For motor deliverim, enter the 25. MMS A02 Traffic Management Officer
ater of Interstate 240 East, Exit 16, Airways Blvd. Nebo Rec Whse 7 (ATSF, UP)
, turn left at first red light, then go I mile west Marine Corps Logistics Base
II Road to depot entrance, Gate 8. Barstow, CA 92311
31GIZ Transportation Officer Nebo, CA (Rall/Motor)
nnlston Army Depot (SOU) Deliveries accepted 0700-1530, Mon-Fri.
nnlston, AL 36201 26. MMSAO1,TraffIc Management Officer
ynum, AL (Rail, Motor) Marina Corps Log Base Bldg, 1221 (S..,SOU)
vIng hours are 0700-1400, Mon-Fir Albany, GA 31704
25GIw Transpor'tatlon Officer DOSAGA, GA (Rail/Motor)
obyhanna Army Depot (CR) Annotate bills of lading: "Motor deliveries will be
obyhanna, PA 18466 made through Gate 5 prior to 1500 hours, Mon-Fri."
25GIR Transportatlon Officer 27. N00128 Transpor-tatlon Officer
etterkenny Army Depot (WM) Naval Adminlstrative Conaund (EJE)
hambersburg, PA 17201 Supply Department Bldg 3502
Llbertson, PA (Rail) Great Lakes, IL 60088
of lading for motor freight delivery will be anno- 28. N00612 Receiving Officer
"Deliver through Gate 6 on Highway 997." Naval Supply Center Bldg. 198 (S0.,SOU)

22GIG Transportation Officer Charleston, SC 29408
ex I ngton Blue Grass Army Depot (LN) Motor deli ver es are received 0800-1430 hours,
exlngton. KY 40507 Mon-Fri, excluding holidays. Shipments In excess of
von, KY (Rall/Motor) 10,000 lbs., annotate bi Is of lading: "Call
52HIC Transportation Officer 803-743-6478 to schedule delivery."
ock Island Arsenal (MILW) 29. N00244 Receiving Officer
Ock Island, IL 61201 Naval Supply Center (ATSF)
Shipments are received 0800-1330 hours. San Diego, CA 92132

45G19 Transportation Officer Annotate bil Is of lading: "Motor deliveries effected
ad River Army Depot (SSW, MP) 0700-1400 hours, Mon-Fri."
exarkana, TX 75508 30. N00406 Receiving Officer
efense, TX (Rail/Motor) Naval Supply Center
shipments are received 0800-1400 hours, Mon-Fri. Puget Sound (3N)

cry will be effected through East gate, one mile west Bremerton, WA 98314
oks, TX, Highway 82. Receiving hours for motor shipments are from 0730-1545,
45N7V Transportation Officer Mon-Fri.
AVAL Air Station Bldg. 1846 (TM) 31. N00151 Receiving Officer
orpus Christi Army Depot Bldg. 6241
orpus Christi, TX 78419 Philadelphia Naval Shipyard (BOCR)
lour Bluf , TX (Rail) Philadelphia, PA 19112
ving hours, 0700-1430, Mon-FrI. 32. W51G2C Transportatlon Officer
67G23 Transportation Officer Pueblo Army Depot (ATSFMP)
ocee Army Depot (UPWP) PLeb 10, OD 81001
ooele, LIT 84074 Avondale, 0 (Rail/Motor)
arner, UT (RalI)
ate bills of lading: "Motor shipments are received
1430 hours, Mon-Fri.
62G2P Transportation Officer
cramnto Army Depot (UP)

acramento, CA 95813
olk, CA (Rail)
ate bills of lading: "Motor deliveries received
1400 hours, Mon-Fri, excluding holidays."
62G2T Transportatlon Officer
harpe Army Depot (SPwP)
athrop, CA 95331
ate bills of lading: "CalI-209-98o-2671 for appoint-
before delivery." Receiving hours: 0700-1400,
ri.
D2060 Transportation Officer
obins AFB, GA 31098 (GSF)
arner Robins, GA (Rail)
ate bills of lading: "Delivery to be effected tivougl
No. 4" and "Consignee or applicable stock record
n number."
D2030 Transportatlon Officer
Inker AFB, OK 73145 (ATSF)
Idwe+ City, CK (Rail)
ate bills of lading "Consignee or applicable stock
d account number."
FORfM F-A I
eb 82

. . ..-.-. ,,. . .. . .. .. . ... - . . .. . . -.. .:.,. .,...., ..-... .,,.. . .:.. ... -.. .. -... . ..-
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: , ; . . o : ; - - o -: . . .-- . . - _

RECEIVING ACTI~,VE$ - (MAIL & FREIGHT SHIPPING IWORMAT10m-dY MXDE OF SHIPMENT)

. These Instructions are published for Informational purposes to assist the contractor/carrier In assuring
proper delivery at the freight destination designated In the contract. Information is subject to change without
notice, therefore, applicable carrier's tariffs should be consulted. Due to limited unloading accomodetlons at
mOt receiving activities, failure to comply with dilvery scheduling requirem~ents willI delay unloading and

rceipt, and may result In refusal/rescheduling of delivery.
o. F.O.B. destination offerors are cautioned that selection of mode of transportation Is their option unless
other shipping Instructions are directed. Destinations shown In the sollcltatlon/award or hereunder apply for
all modes of transportation unless speclfilcal ly designated. Rail carriers shown opposite the applicable mode
destination have dlrect physical Interchenge with Go, rment trackage. Tariffs must be consulted for other rail
carriers when reciprocal swtlchlng applies.
C. Commercial and Goverment shipping documents must be annotated to alert the carrier, when required as noted
below, to coordinate and schedule movement of supplies to consignee. Except as otherwise provided, shipping
documentation and freight shipments will be mailed and/or consigned to the Transportatlon Officer.
D. All export shipments regardless of weight consigned to an AIR or WATER TER4NL for overseas destinations
require TCMD(s) (Transportation Control and Movwement Document). Consignment Instructions will be furnished upon
clearance of shipment. Failure to provide TCMD and obtain clearance will result In the refusal of shipment at
the port of Initial delivery and additional redeilvery costs to the contractor. Also:

(I) Contractor must furnish the Contract Admlinistration Office (see page 1 of contract) with applicable
MILSTAMP shipping Information (TCMD) prior to dispatch of cargo. Posltlve clearance must be obtained prior to
shipment of cargo to be delivered to AIR TER41MALS end WATER TERAINALS (see DAR Clause 7-104.74). All carload
and +ruckload shipments to IITER TERAINALS must be prelodged 24 hours 4n advance of arrival with the
Transportation Office Prelodge Desk at the respective terminal for unloading schedule and/or delivery ins+ruc-
tions. Shippers must annotate shipping documentatlon to alert carrier to prelodge frelght.

(11) PARCEL POST SHIPENTS will not be made to AIR or ATER TERAIINALS. TCMD(s) are not required for parcel
post shipments to APO or FPO addressees.
E. Unless otherwise provided, all shipments to CONUS storage and receiving activities require a Report of
Shipment (RESHIP) for all carload/truckload shipments weighing 20,000 pounds or more or a shlDment of less
weight which occupies the full visible capacity of conveyance utilized. To preclude refusal of shipments and
avoidance of demurrage or accessorial charges, contractor's REPSHIP notice (DAR clause 7-105.4) shell be
transmitted by rapid means to be received by the consignee Transportatlon Officer at least 24 hours prior to
orrlval of +he shipment.

F. The followlng Information Is required on al I shipping documents to accolodate proper receipt and payment:
National Item Identification Nulber, Procurement Instrument Identification Number, Contract Line Item Nuffber, and
Supplementary Procurement Instrument Ident If ication Number (if appl icab le).
G. Additional Instructlons for (ONUS activities, If any, are set forth below.
Code, name and Freight lDestination Code, Name and Freiglht Destination

(Include Zip Code when usd as Mail DELIVERING (Include Zip Code when Used as Mall DEL IVERING
or United Parcel Service Destination) RAILROAD or United Parcel Service Destination) RAILROAD

I. NMUVlt Receiving Officer iN&W, C& hpments from the shipping oint specified in tha
Naval Supply Center Contract/Order will be llmited to two trallers/TCFC
Norfolk, VA 23512 or roll cars per day unless telephnmc coordination

a. iotor deliverles will be afforded entry only through and scieduling agreement Is made with the Transporta-
Gate 1-A, located 1/5 of a mile west of the main entrance tion Officer (tel. 804/275-3834) In advance of dis-
on Admiral Tausslg Blvd., between 0800-1530 hours, patching carriers' equipment fron the shipping point.
Mon-Fri. excluding holidays. Contractors using rail cars or rates subject to 24
b. All less truckload shipment for stock, local dell- hour free time unloading must Include such Information
verles to vessels and Navy/Marine Corps activities In the In the RESHIP Notice when such not Ice Is reouired.
area shall specify "Mark for (Ultimate Consignee)."
c. Prior to carload/truckload shipment, contractor must 4. S0700 Transportation Officer
request consignment Instructions from the Traffic Control Defense Constructlon Supply Center (B&O)
Section, NSC, Norfolk, VA phone (804)444-1170/7298. SincO Columbus, Ohio 43215
change Is not anticipated In the "freight billing points/ Truck entrance Is on Yearling Rd., off Outerbalt 270.
destination" (Norfolk), consignment Instructions to the North Hamilton Road exit. Delivery hours are between
contrary will require contract modification In coor- 0700-1400 hours, Mon-Frl, excluding holidays. Any
dination with the Admlnistratlve Contracting Officer. deviation to the above must be with the DisDatcher,
2. N00228 Transportation Officer telephone (614)236-3924.

Naval Supply Cneter (CpWP)
CODE 304.2, Bldg. 212 5. W25GIU Transportation Officer
Oakland, CA 94625 New Cumberland Army Depot (CR)

3. SW0400 Transportation Officer New Cumberland, PA 17070
Defense General Supply Center (SCL)
Richmond, VA 23297 Annotate bills of lading "Delivery through South Gate
Belibluff, VA (Rail/Motor) Only."

a. Truck and TOFC shipments of 10,000 pounds or more
must be scheduled at least 24 hours prior to delivery 6. 93100 Transportation Officer
(specified delivery Is required to TOFC shipments). Defense Depot Mechanicsburg (CR)
Annotate bl I is of lading/shipping documents "Carrier must Mechanlcsburg, PA 17055
telephone (804)275-3834 to schedule dellverles at least
24 hours prior to delivery." All truckload shlpmnts must be scheduled for unloading
b. Carriers making deliveries will use Gate 13 only at least one day before delivery. Telephone 1717)790-
located off State Route 150, Chlppenham Parkway, 1/4 mile 2437/2684 for arrangements.
west of U.S. Highway I and 301 between 0700-1430 hours,
MorPFrl, excluding holidays. 7. S3200 Transportation Officer
c. Shipments from contractor sources under F.O.B. dstl- Defense Depot Tracy (SPWP)
nation terms will strlctly adhere to tailgote delivery of Tracy, CA 95376
truck shipments (including TFC). Contractors must Lyoth, CA (Rall/Motor)
arrange with delivery agents or carriers to schedule
deliveries 24 hours In advance of delivery and to provide Motor deliveries will be received 073-1400 hours
for unloading of highway and TOFC equipment, regardless Mo-Fri, excluding holidays
of Plan (2 or 212).
DGS Pm P-4 1 IiI

Rev Fab S2
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15 SUBMISSION OF MATERIAL SAFETY DATA SHEETS (1980 JUN) (DOSO)
(a) Completed Material Safety Data Sheets as directed by the

clause entitled "Hazardous Material Identification and Material
Safety Data" shall be mailed five (5) days prior to shipment of
material to the address indicated below in lieu of mailing instruc-
tions set forth in Federal Standard No. 313A"

Defense General Supply Center
Attn: DGSC-STF

Richmond, Virginia 23297

(b) The applicable contract number and national stock number
(NSN) shall be indicated on the Material Safety Data Sheet.

Attachment4



Wi erc the ZijD, acco.japanies offeror's offer, it aust be idunLified to tile

offeror, cite the solicitation number, and tne applicable national stock

nuaber (h4i). or if muxerial is not identified by al I-N, include FSU. of

UILaufacturer and part uuLiber.

(e) A copy of Fed. 6td. 313,, may be obtained fron the GS Business

oervice Centers in Boston, New York, Philadelphia, Atlanta, Chicago, kansas,
(as), Fort Worth, Denver, San Francisco, Los Angeles, and Seattle. A copy of
Fornm OSi6%-20 is contained in Fed. Std. 313A and may be reproduced or copied by
th user.

Luio,-d CojDy - L.Lypcd for L.!gibiiiL.

. .. . .-. .. . . .. - - " . . .



L41 WAIVER OF MATERIAL SAFETY DATA SHEET SUBMISSION (1980 JUL) (DGSC)
(a) To assure positive and complete identification of hazardous

material, an initial submission of a certified Material Safety Data
Sheet (MSDS) is required for each item in the FSCs indicated in Table
1, Appendix A, Federal Standard 313A (FSCs 6810, 6820 6830, 6840,
6850 and packaged products in FSCs 9110, 9130, 9135, 9140. 9150 and
9160) whether or not the offeror considers the material to be
hazardous. However, subsequent submission by the contractor of MSDS
for the specific item may not be required by the Government provided
the offeror represents by the completion of paragraph (c) below that
a MSDS previously had been submitted to a U.S. Government Agency and
there has been no change affecting the characteristics and/or
composition of the material since such submission.

(b) If the material called for in this solicitation of an FSC
other than those indicated in paragraph !a) above, thp offeror
represents and certifies as a part of his offer that such material
is [ ] is not hazardous within the scope of Fed. Std. 313A. If such
material is hazardous, the submission of a MSDS is required unless in
consideration of the certification and information furnished in
paragraph (c) below, the Government specifies in the award documents
that such submission is not required.

(c) The offeror certifies that a MSDS for the material called
for in this solicitation previously has been submitted to a U.S.
Government Agency, that there has been no change affecting the
characteristics and/or composition of the material since such
submission and that the following information concerning such
previous submission applies:

Name of Agency

Contract Number

Date of Previous Submission

NSN

FSCM/Part No.

Trade Name (if applicable

Specification No. (if applicable

(d) Check here [ ] if MSDS accompanies offer. If the material
called for in this solicitation is hazardous, and an initial sub-
mission of a certified Material Safety Data Sheet (MSDS) has not been
made by the offeror, or there has been a change affecting the char-
acteristics and/or composition of the material since previous sub-
misson, the offeror is encouraged to submit the required MSDS with
his offer. The MSDS will be placed on file in the DGSC MSDS Data
Bank, and subsequent MSDS submission by the offeror will be waived.

Attachment 3
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Contracts Clause

Bar-code marking

All supplies to be furnished under any contract resulting from this

solicitatton shall be marked with the DOD Standard Symbology (bar-code

labels) in conformance with MIL-STD 1189 as indicated below.

Unit containers and intermediate containers will be marked with bar-

code labels for the National Stock Number (NSN) of the item. These labels

may replace printing of the NSN on unit or intermediate pack. Shipping

containers will be marked with bar-code labels for the NSN and contract

number. These labels will be located in the lower right hand corner of

the identification side of the container.

For all containers, the provisions of MIL-STD 129H which

pertain to location of bar-code labels shall apply.

Where the NSN and Contract Number appear together on the

exterior/shipping container, they may be on the same label/line or on

separate labels/lines, but the NSN must always precede the Contract Number.

The provisions of paragraphs 5.2, 5.3.2 and Table II of MIL-3T0-1189 with

respect to code density and dimension and tolerance of common nominal

dimensions are critical. Strict adherence to these provisions is necessary

to assure compliance with the requirements of this clause.

• . -'-..-- ".- .'..,.,. -.... '-..'.'-..'.'. -.- -. "... .... ".'. -. ,...................................-.-...,-,.,...,.....'.-...-..-...,.. ,



GUIDE TO
MARKINGS FOR SHIPMENT AND IIIJ-RAGE

(MI LSTD 29)*

*IMPORTANT: MARKING OF SHIPMENTS.ASREQUIRED BY THE CURRENT ISSUE OF MIL-STD-129 AND SUBSEQUENT
CHANGE NOTICES ARE MANDATORY. THEREFORE, IT IS NECESSARY FOR THE CONTRACTOR TO OBTAIN
A COPY OF THE PUBLICATION FROM:

COMMANDING OFFICER
NAVAL PUBLICATIONS AND FORMS CENTER
5801 TABOR AVENUE
PHILADELPHIA, PA 19120 PHONE: AC 215-697-3321

BXTNECTOR CONTTAINER-..----paa543

para.7-0 p.4.1 DLA.4.83C*22

I,~IEMAKN PG 40082 EA CD22

para. 5.1.2 WT.55 pUr4. 5.4ESpaa.

CONANE POINT___

SaEL. LIF aC paa

FSM025 pra 5P/NO?1

HASO CARBRIRUTOR 1 Pg (Pg..5O e.) j9

INEMAEUNIT CONTAINER 48

CONTAINE
Paura.ion heei de1rib baiaaknsadterlctoso otiesadaefrgiacny

For arkip o bals, undls, pils drus. afleizedloas, ec.,e paagrah 51.4..4--7 ad 5..4..7 o MI-STI '2

11*i CAACDIGRBQUREOMEPgNTS-0 o
Unt/ntrrdit CnAir UNI theANE bar code wihteOC2Cnth laIb23i4cnrpac h SNmri

SExterr/ShIplnuCtrainerei-thescbacoe waith tarieg aCnd mthe lacedn in the lowners rihand orgune lprgyh. .
For~ ~h mariNg anblmbndconracts nrumber aybtie londsonet. lae/ie oaaraoh 5.1p43t & lab/lns5. but8. ofe Smst ai1'.

DGC For ineirpckg-akn ee o paragraph 5.1.an513 of MILSTD -I 29.

SPCA MAKNG (w Att-achm3)en 2plcal maknssc sbtntlmtdt h ooigsalb pdi h
aprpit oaoIoeflfato seby ehd1,lt OOO ac ubr usd iesos

seril nmbe,.fa.ie.mrkigs.preautonay.mrkins,.adiactve.nd.agntizd.mteral. arkngs



IFENSE LOBGIST DLA400-83-A-AOO1-0009ISSUED BY DEFBSE GpE L SUPPLY CENTER
DIRECTORATE OF CONTRACTING AND PRODUCTION SHIPPING INSTRUCTION
RIC11MOND, VIRGINIA 23291

CO CODE A
THIS SHIPPING INSTRUCTION IS ISSUED IN ACCORDANCE WITH AND SUBJECT TO THE TERMS. CONDITIONS AND PROVISIONS OF

THE BLANKET PURCHASE AGREEMENT/INDEFINITE DEL:vERY TYPE CONTRACT IBPA/IDTC-PIIN) REFERENCED BELOW. FAILURE
TO RESPOND TO THIS SHIPPING INSTRUCTION WITHIN 10 DAYS FROM "DATE CALL/ORDER ISSUED" LISTED BELOW MAY RESULT
IN CANCELLATION OF THIS SHIPPING INSTRUCTION.

UNIT OF REOUIRED
FSCM STOCK OR PART NUMBER OUANTITY ISSUE DELIVERY DATE PURCHASE REOUEST (PR)-PR LINE ITEM

3695-00-254-4682 I EA 82 DEC 02 YPG82319O00460 000100
BPA:IDTC PIIN CALL OROEIR NO CON PRIORITY VENDOR CODE DATE CALL/ORDER ISSUED

DLA400-83-Ar- A001 0009 0001 06 12345 1 82 NOV 16 (82320)
UVEKO ORE 11 15.E
UMELITE DIVo OF TEXTRON INC*
FSCM 292019 P/N 58750-2

29201 58750-2

DESCRIPTIVE
DATA AND
PART NR.
SOURCES

PARCEL POST ADDRESS: FREIGHT SHIPPING ADDRESSS
Wi6 2ZN2 A W62N2A
CONSOL AND CONTAINERIZATION PT WEST COAST CONTAINERIZATION ACT

SHIPTO SHARPE ARMY DEPOT SHARPE ARMY DEPOT
LATHROP CA 95331 LATHROP CA 95331

ISEE CLAUSE L60 FOR INSTRUCTIONS

WCIJV322988234 FOR DOCUMENT DISTRIBUTION ONLYS
DIC SIG SUP ADO IPO DIST WCIJU4
AOL K WCIJU 06 XV TECH SUP

MARK FOR 172D SPT BN
PROJ ROD ADV FC TP FT RICHARDSON AK 99505
NSF 82324 FG 02

VENTdR PACKAGING INSTRUCTIONS
PACKAGING CON1NERCIAL PRACTICE PPP WITH

DATA MIL-STO-129 MARKING

DLA '...r 79 1224 EoITION Of JAN 74 MAY E USBE.( UNTIL EX14AUSTED THIS IS A FAST PAY SHIPMENT
Conspnee's Northcation to Purchasing Act,vry of Non

VOOR'S NAME AND ADDRE..SS 12345 ,cept, Damage. or Nonconformance.

A & B SUPPLY CO., INC. The consignee %hal notfy the purchai.g offic Promotvafter speicif *0d Delivery D)ate annot 1*0 on 1?1-% 5 00D-9

123 MAIN STREET Istructon.o, supo,,is not ,s..o comp, loin. oa.-agd
ANYTOWN, USA 67890 dr .Un.es. .. uang ,.mtso ...t,, ,o*.t, such. ,flfitllOnl should be mad. not later than 60 days .1, or

Attachment#1 spec tied Delivery Do..

VEND0R COPY
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PART IX - ATTACHMENTS 18

The following are attached hereto and made part of hereof:

(1) Sample of DLA Form No. 1224, BPA Shipping Instructions.
(2) Guide to Exterior Markings for Shipments and Storage,

DGSC Form P-40.
13) L-41 Waiver of Material Safety Data Sheet Submission.
4) 1-5 Submission of Material Safety Data Sheets.
5) Receiving Activities - (Mail and Freight Shipping

Information by Mode of Shipment)

No. . . .

° •~U



PART VI - DELIVERY OF SUPPLIES (cont.) 17
2. Additional S.hipment Requirement: for TP2 and 3 (IPD 04

through 15 and stock shipments) shipment eligible for parcel post,
during the months April through September, dated material or subject
to heat temperature damage will be shipped via first class mail when
the distance exceeds 300 miles.

PART VII - ADMINISTRATION OF AUTOMATED SMALL PURCHASES

Contact point for questions concerning shipping instructions which
have been issued and for administration of the basic contract;

Defense General Supply Center
Directorate of Contracting and Production
ATTN: DGSC-PGB
Richmond, Virginia 23297
Telephone: 804-275-3576/3275

PART VIII -ADDITIONAL PROVISIONS AND CLAUSES

A. "General Provisions" numbered I through 19 of DD Form 1195r,
1 August 81".

B. ADDITIONAL CLAUSES
The DAR Clauses lsted below are incorporated herein by

* reference and are made a part of this Agreement.

Reference No. DAR Paragraph Clause Title Clause Date
1. 7-17.4 Extent of Variation in 165Ap

Quantity
2. 7-103.12 Disputes 1958 Jan
3. 7-103.16(a) Contract Work Hours 1971 Nov

Safety Standards Act--
Over-Time Compensation

4. 7-103.17 Walsh-Healey Public 1958 Jan
Contracts Act

5. 7-103.18 Equal Opportunity 1978 Sep
6. 7-104.48 New Material 1965 Jan
7. 7-104.84 Fast Payment Pro- 1981 May

cedure
8. 7-104.98 Hazardous Material 1977 Oct

Identification and
Material Safety Data

9. 7-2003.50 United States Products 1962 Dec
Certificate (Military
Assistance Program)

10. 7-2003.52 United States Products 1965 Jun
Certificate (Balance
of Payment Program)

11. 7-2003.53 United States Products 1965 Jun
and Services (Balance
of Payment Program)



PART VI DELIVERY OF SUPPLIES (cont.) 16

- Seattle) or at the mailing location, alternate transportation instruc-
* tions and markings will be furnished on request by the Contract

-. Administrator (See Para VII). DO NOT MAKE PARCEL ELIGIBLE POST
SHIPMENTS TO A WATER OR AERIAL TERMINAL.

(2) TPI (IPD 01 through 03) shall be marked and
shipped via first class mail (Priority mail) except when points of
origin are within 300 miles of APO/FPO, contractor shall ship parcel
post and identify as "MOM".

b. FREIGHT
Special MILSTAMP documentation is required for ALL

export shipments moving other than through the U. S. Postal System.
Request for clearance/shipping instructions must be submitted IN
WRITING by completing DGSC Form 125 (Application for MILSTAMP Export
Clearance) at least ten working days prior to release of shipment and
addressed to: Defense General Supply Center, Attn: DGSC-TTB,
Richmond, Va. 23297. Traffic Management Office will furnish appro-
riate shipping instructions and applicable freight address markings
DGSC Traffic Management Office, Phone: 804-275-4589/4587).

(1) TPI and TP2 shipments, not eligible for parcel
post, shall be planned for movement via an aerial terminal/port of
exit, but uner no circumstances will shipment be marked or shipped
until firm confirmation is received from the Traffic Management
Office at this Center.

(2) TP3 shipments, not eligible for parcel post;
please, no phone calls on TP3 shipments, use DGSC Form 125 unless
unusual circumstances exist.

9. COMMERCIAL BILLS OF LADING FOR EXPORT FREIGHT SHIP-
MENTS

Commercial bills of lading or other delivery documents
must be annotated in the "Description of Articles" space by the
Contractor with:

a. The Transportation Control Number, Consignor Code
(Vendor's FSCM/FSCNM), Gov't. Purchase Order or Contract Number,
Consignee Code and Transportation Priority for each shipment unit
under the applicable shipping/movement document.

b. Proper shipping name for dangerous or hazardous
items; hazardous classification; and United Nations Class.
Abbreviations must not be used. The total quantity by weight, volume,
or as otherwise appropriate must also be shown.

H. SPECIAL SHIPMENT REQUIREMENTS

I. Since many special shipments are of an urgent nature, it
is essential the "Vendor Response Card" be received at DGSC as soon
as possible but no later than seventeen days from the date shown as
"Date Call/Order Issued."

.... ... ... .... ... -*. .--.-. *.-... ... . . . .*.**~.*.**.***: * .



PART VI DELIVERY OF SUPPLIES (cont.) 15

6. FOB POINT
Unless it is the practice of the contractor to quote the

same price for delivery throughout continental United States
(nationally priced) or a specified region (regionally priced), regard-
less of the point (origin or destination) at which the Government
accepts delivery, supplies shall be FOB Origin, Contractor's shipping
point. Supplies shall be shipped to the destination specified on DLA
Form 1224, BPA Shipping Instruction," and outer shipping containers
shall be marked "Fast Pay." Parcel post shipment or freight shipment
reimbursable charges, when applicable, will be prepaid and added to
the invoice as a separate item.

7. DOMESTIC SHIPMENTS
a. PARCEL POST

(1) Transportation Priority One (TP 1 - IPD 01
through 03) shipments shall be marked and shipped via air mail
(priority mail). EXCEPTION: If destination is within 300 miles of
origin, ship regular parcel post.

(2) All other qualified shipments shall be routed
regular parcel post.

b. FREIGHT
(1) TI (IPD 01 through 03) Shipments not qualifying

for air parcel post and weighing less than 250 pounds shall be
routed via the most economical premium transportation (air express,
air freight forwarder or air freight).EXCEPTION : If destination is
within approximately 800 miles of origin, ship via the fastest
surface transportation available regardless of weight of shipment.
NOTE: If shipment is 250 pounds or more and the destination exceeds
800 miles or other factors preclude premium transportation, contact
the DGSC Traffic Management Office for shipping instructions at least
48 hours prior to scheduld shipment (Telephone 804-275-4589/4587).

(2) TP2 (IPD 04 through 08) shipments which do not
qualify for parcel post shall be shipped via the fastest surface
transportation.

(3) All other shipments (TP 3 - IPD 09 through 15 and
stock) shall be routed via the most economical mode of transportation.

c. PREMIUM TRANSPORTATION
If directed to ship by air freight/air freight

forwarder/express/air mail and the price includes charges for normal
surface transportation, the difference in cost of premium transporta-
tion used in lieu of surface transportation shall be shown as a separ-
ate item on the invoice.

8. EXPORT SHIPMENTS
a. PARCEL POST

rTT -'Mail is the only authorized mode for
shipments to an APO/FPO address. In the ev,.. 3f mail embargo or
disruption at the CONUS APO/FPO location (New York, San Francisco or

rj-%
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PART VI - DELIVERY OF SUPPLIES 14

b. Hazardous Material/Special Handling (Military and
"* Commerical Preparation for Delivery. Address marking shall be in

accordance with MIL-STD 129. In addition, the applicable marking
requirements of the regulations of the Department of Transportation
(49 CFR 173 and 46 CFR 146) and the U.S. Postal Service shall be
followed for all packages/containers of hazardous materials.
Shipments to be transported in military air or commercial air
augmentation also will be labeled with a DD Form 1387-2, Special
Handling Data/Certification.* This document identifies the
characteristics, precautionary measures, handling instructions, and
all other details ncessary for safe and proper handling.

*(Instructions for DD 1387-2 Certification)
The original signed certification must be affixed to the
number one package of the shipment. Three additional
signed copies must be placed in a waterproof envelope,
marked "DD Form 1387-2," and affixed to the outside of
the number one shipping container. An additional DD Form
1387-2 must be attached to each container in the shipment
(longhand signature may be omitted).

4. UNIT PACKAGING AND MARKING
For all "ship to" aTresses, package quantities shall

conform to the package quantity specified in the descriptive data
portion of the shipping instructions. Where package quantity is not
specified in the descriptive data or by a specification incorporated
in the descriptive data, inquiry will be directed to DGSC, Telephone:
804-275-3576/3275. Commercial preservation, packaging and packing
prescribed on indivdual Shipping Instructions, DLA Form 1224 do not
qualify or alter the package quantity specified or marking
requirements in accordance with MIL-STD 129, including shelf-life
marking, where specified.

5. PACKING LIST
a. In aTion to the "Consignee Copy" of "BPA Shipping

Instruction, " one copy of Contractor's normal commercial packing
list shall be placed loose inside the container on top of the
contents.

b. Consolidated shipments shall not be made unless
determined by contractor to be more practical. In such instances an
additional copy of a consolidated packing list shall be placed in an
envelope attached to the outside of shipping container.

c. Packing lists must include the following information.
(1) Name of Contractor.
(2) BPA Number and BPA Call Number.
(3) "Mark For" (M/F) data shown on BPA Shipping

Instruction and date of shipment.
S4 Noun.

When assigned NSN and Manufacturer's Code and
Part Number or Manufacturer's Code and Part
Number.

(6) Superseding Part Number (if any).
(7) Quantity and unit of issue.

6 - o
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PART VI - DELIVERY OF SUPPLIES (cont.) 13
MIL-C-3774 Crates; wood, open
MIL-C-104 Crates; wood, lumber and plywood sheathed, nailed

and bolted
MIL-C-25731 Crates; wood, for overseas shipment of airframe

components

Contents of the containers shall not exceed the specified size and
weight limitations of the type and class selected. Closure and
reinforcing requirements shall be in accordance with the applicable
container specifications.

47A (1977 APR) Marking shall be in accordance with MIL-STD-129,
"Marking for Shipment and Storage," and shall include any additional
marking required by contract, purchase order, and/or specification.
The contractor shall mark each unit package, each intermediate
package and exterior shipping container with the following: (1)
National Stock Number (NSN) or NATO Stock Number (2) Item
Description, (3) Quantity and Unit of Issue, (45 Contract, Purchase
or Delivery Order Number, and (5) Preservation Marking and Date. All
exterior containers shall contain in addition to the above, (1)
Weight and Cube, and (2) Address Markings.

3. MARKING
a. Marking shall be in accordance with MIL-STD-129,

"Marking for Shipment and Storage" and shall include any additional
marking required by the order and/or specifications. Marking shall
include LOGMARS BAR CODES for the DoD Standard Symbology in accor-
dance with Change 3 to MIL-STD-129H and MIL-STD-1189 when specified
by the Shipping Instruction. Unit containers and intermediate con-
tainers will be marked with bar-code labels for the National Stock
Number (NSN) of the item. These labels may replace printing of the
NSN on unit or intermediate pack. Shipping containers will be marked
with bar-code labels for the NSN and contract number. These labels
will be located in the lower right hand corner of the identification
side of the container. Where the NSN and Contract Number appear
together on the exterior/shipping container, they may be on the same
label/line or on separate labels/lines, but the NSN must always
precede the Contract Number. The provisions of paragraphs 5.2, 5.3.2
and Table 11 of MIL-STD-1189 with respect to code density and dimen-
sion and tolerance of common nominal dimensions are critical. Strict
adherence to these provisions is necessary to assure compliance with
the requirements of this clause. MIL-STD-129 contains special mark-
ing requirements for items such as contract designated shelf life,
hazardous, flammable, combustible, fragile, and radioactive mater-
ials. The contractor shall mark each unit package, each intermediate
package and exterior shipping container with the following:
(1) National Stock Number (NSN) or NATO Stock Number, (2) Item
Description, (3) Quantity and Unit of Issue, (4) Contract, Purchase
or Delivery Order Number, and (5) Preservation Marking and Date. All
exterior containers shall contain in addition to the above, (1)
Weight and Cube, and (2) Address Markings.
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CREDIT CARD PROCEDURES

* BASIC RULES

I . Items being purchased must be classified as one-time purchases under
* *ZUO.OO and not currently available from base supply.

*2. Authorized personnel: the following personnel or their designees are
authorized to approve or make purchases:

a. Organizational commanders

b. Resource advisors

c. Supply custodians

NOTE: We recommend by name authorizations at first and be on orders
similar to the imprest fund cashier.

3. Procedures

-Contracting would negotiate competitively for a credit card account with
a financial institution (Bankcard, VISA, Master Card, Diners Club, etc.).

(a) Contracting negotiate a flat fee on charges per month or (b) obtain
no cost to the government cards similar to GSA's agreement with Diners Club.

-Cont racting/Supply /Accounting and Finance develop a joint regulation on
*the operating procedures using credit cards.

-The organization would receive the cards and would be required to
control them to prevent fraud, waste or abuse. NOTE: We recommend limited
use at first.

-The organization cannot split requirements to get the purchase under the
* *2UO.(JO dollar criteria. Items must be readily available off the shelf.
* Partial shipments are not authorized.

-The most economical cost should be obtained. Periodically test the
market by rotating the sources.

-The authorized person would (1) contact the vendor to verify price,
availability, and delivery, (2) purchase the item using the credit card as
purchasing document, (3) obtain a receipt and the property, (4) screen receipt
against invoice at the end of the month, (5) assure invoices are approved by
the organizational commander or resource advisor, (NOTE: In no case shall the
person who makes the actual purchase approve the invoice) and (6) send invoice
and receipts to finance to make payment.

-If items are not available or cannot be obtained immediately the request
will be torwarded to the contracting office for purchasing action.

ri
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* b. REQUESTEO ITEMS MUST BE AVAILABLE ON AN IMMEDI&TiEOFF-THE-SHELF
, 1ASI S.

C. PURCHASE REQUEST MUST NOT HE FOR SERVICES.
0. PURCHASE CANNOT BE SPLIT IN ORDER TO STAY 'WITHIN THE $300
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E. P'ARTIAL SHIPMENTS ARE NOT AUTHORIZED.
"' F. GOVERNMENT PICKUP AND SINGLE PAYMENT ARE USEDO

G. PURCHASES ARE NOT AUTHORIZED WHEN OTHER DECENTRAIIZED PURCHASIN6
PETHODS SUCH AS BLANKET PURCHASE AGREEMENTS OR BLANKET DELIVERY

ORDERS UNDER A REQUIREMENTS CONTRACT ARE AVAILARLEo
5o FOR PURCHASES MEETING ALL OF THE AROVE CRITERIA* CLO PREPARES AtN
SF 44 IN FOUR COPIES AND DISTRIBUTES IT AS FOLLOW'%:
A. THE FIRST. SECOND* AND THIRD COPY ARE GIVEN TO THE INDIVIDUAL

" ROEUESTING THE PURCHASE FOR DELIVERY TO THE SELLER/VENDOR.
b. THE FOURTH COPY IS RETAINED IN CLO IN THE URCHASE ORDER FILE.
6. THE CUSTOMER OBTAINS THE REQUIRED ITEMS FROM AND PROVIDES TWO

COPIES OF THE SF 44 TO THE VENDOR. THE VENDOR IN TURN SIGNS AND

RETURNS ONE COPY OF THE SF 44 TO THE ACCOUNTING AND FJNANCE OFFICE
FOR PAYMENT, THE CUSTOMER ALSO OBTAINS THE VENOOR'S SIGNATURIE ON ONE

* " COPY OF THE SF II4 AND RETURNS IT TO CLO.
7. UPON RECEIPT OF THE SF 44 SIGNED BY THE SELLER/VEIXDOR, CLO
COORDINATES THE PROCESSING OF REQUIRED STATUS/RECEIPTfDUE-OUT RELEASE

TRANSACTIONS AND OBTAINS SIGNATURE ON THE DUE-OUT REUEASE DOCUMENT-
-S, BASE3 Oft OUR T ST WE BELIEVE THAT 'HE 480E OESCRIBED SYSTEM 'IS
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AN EXTREMELY EFFECTIVE MEANS FOR PROVIDING TIMELY SUPPORT FOR

RELATIVELY LOU DOLLAR VALUE EM4ERGENCY LOCAL PURCHASE REQUESTS. WE
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PARTICe&AFRLY BENEFICIAL IN THOSE INSTANCES WHEN THE 3SE r UIPPLY 4NU
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REPLY TO
ATTN OF:

SUBJECT: Instructions for Use of Stdndard Form (SF) 44

TO:

L. Policy: SF 44 procedures are to be used for making off-the-shelf
small purchases. This multi-purpose form will be utilized for a

emergency a::uisitionwhen determined feasible by base supply.

2. Procedures:

a. Authority - Authorization to make purchases on SF 44 will only be
granted when a letter is issued by the Det 2, 7000 Contractinq Squadron
Corrnander. pit r .,

t. Supply -rocedures: Written instructions from base
supply/occounti-( and finance/contracting must be adhered to when
prccessing purcc.,s2 requests to buy items on SF 44.

c. Restric..ois/Instructions:

(1) Pu-'nases with the SF 44 will be limited to $300 and below.

(2) it:.nis must be readily available on the local economy and
pickcd up withi. a 24-hour period.

(3) F',e:,irements will not be split to meet the $300 limitation.
Patification pr e-ures will be used if this occurs.

(4) On,>' )rie delivery and one payment will be made per acticn.

(5) ur .. :tcs cf relatively siriple description will be purchased

r 2! :r r: act. icn acconplish2d or. cF 44 wil be legibly hand-

'chses frc.-. AAFES or MWR wil be permi tted wi thcut
-r i."r a; prcv .l r -i ,n authorized contrac ti nc officer.

(, ) F', . ,l )eppointcd by lettcr will be the or'y ;.er;'nncl
ah 3 y I

author i zed tr c .r 3c vendors for avaaboility of items, prices and dis-
count tr.: are not uviflable or cannrot be obtailer v'ei6t'I V,
t _;'- ,,iE ericy r r .. ,t will be sent t: th cnntr>ictinq office for cctior.

(9) T~. i 1  1 r e Pa ir' or, 7 n flc t2.

10) 1 -'- n)t. aiunorizei t'r purchdse hruuqh t is Froqrarn

*,... .. **.... ...................................... .,-............ . . •,• ,.... ............



(a) Subsistence

(b) Nonappropriated fund items

(c) Personal/nonpersonal services

(11) Quantity and price on SF 44 must be what personnel pick up.
There can be no change in the order.

(12) Rotate sources when possible and test the market for
prices.

(13) Include exchange rate on the SF 44.

d. File Documentation:

(1) Purchase Order folder will be constructed for each action.

(2) All statements in support of purchase will be contained in
the Purchase Order folder.

(3) Purchase Order files will be maintained and retired in accor-
dance with AFM 12-50.

e. Security and Accountability:

(1) Se:urity and accountability of SFs 44 will be the responsi-
bility cf the authorized personnel who sign the SF 44.

(2) All SFs 44 will be stored in a secured location to guard
against unauthorized use.

f. Distribution: The SF 44 consists of four copies which are dis-
tinctly marked as follows:

(1) Se'ler's invoice

(2) Seller's copy

(3) Re:riving report

(4) Me:-crandum copy

The first and s~lcond copy will be given to the vendor. A letter of expla-
nation -i2l arc .ipany the vendor's copies. The third copy will be sent to
t'he base finarc ffice. The fourth copy will be retained with the pur-
chase order fil. .

3. P.,perting I:.ct~uctions: Det 2, 7000 Contrdctinq Squadron will receive
a cop of month y transactiors from base supply (include actions, line
items and dolla-) and input data to Customer Integrated Automated Pur-
chisinq System ':er reporting purposes.

p-6o
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4. Inspection and Review: Det 2, 7000 Contracting Squadron will be
responsible for review of purchase orders placed by base supply.

5. Training: All personnel who are authorized to sign SFs 44 will attend
a formal training course from Det 2, 7000 Contracting Squadron before
appointment.

D4



SF 44 TRAINING

FnRMAl -RAINING WILL BE PERFORMED BY THE LOCAL CONTRACTING OFFICE,

iLETTER IN TAB B, SUBJECT,
"INSTRUCTION FOR USE OF STANDARD FORM 44" WILL BE USED AS THE
TRAININ'i OUTLINE.

b :.
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STATEMENT OF STANDARD FORM (SF) 44 TRAINING

1. I have received a briefing and understand the procedures required to
maintain and properly utilize the Purchase Order/Invoice/Voucher method of
small purchasinq.

2. I am also aware of the standard of conduct requirements prescribed by
AFR 30-30 i, the performance of my duties in signing SFs 44.

3. 1 acknowledge the assignment of Alpha Identifier E.

Signature

b 3

, * ..I -" ' ' m ' " " * " " ' ' ' ' : ' . . . . "



. . ... . . ..T - -~- T -"
"  

.. .

............. ......... .. . ..~~* " -- -1 . . . __ t-- t - . . .1

4- 4

t .... ----- -- I

, II I-

._____ ...._____,,___,.1.-.__

I 
-.4

* ..,- -.



FROM:

SUBJ: Letter of Appointment

TO:

1. You are hereby authorized to make small purchases utilizing the Pur-
chase Order/Invoice/Voucher Standard Form (SF) 44. Authority to purchase
is subject to the limitations contained in the Defense Acquisition
Regulation and the following limitations set forth herein: Each
transaction (SF 44) is limited to $300 and below; supplies must be
immediately available (off-the-shelf items); only one delivery and one
payment will be made per action; only items of relatively simple item
descriptions will be purchased and you are required to follow all
procedures outlined by Det 2, 7000 Contracting Squadron.

2. Unless sooner revoked, this appointment is effective as long as the
individual named herein is assigned to

Approvi ng Authori ty

Serial No. Title

D



FROM:

SUBJ: Standard Form (SF) 44

TO:

1. This letter is an introduction to a new US Government small purchase
program

2. The purpose of this program is to reduce administrative lead time on
small supply orders. What this means to you is that you will receive our
written copy of a purchase order considerably sooner than under the pres-
ent system. This will allow you to process your invoices for payments
much quicker.

3. The following is an explanation of the contents of SF 44, Purchase
Order/Invoice/Vcucher, which will be used in this program.

a. Date of the Purchase Order

b. Purchase Order Number

c. Seller': name and address

d. Furnishing address

e. Oescrip ion of supplies, quantity, unit price and total amount

f. Invoice billing address

q. Total ;:T arr-.unt of the purchase with Value Added Tax (VAT)
relief

t'. Prcompt A>IEnt discount if applicable

1. Signatu v of contracting officer or his authoirzed representative

yro; will be qiv,.n two copies of the order; the white copy must be returned
%,th ycur invuile and the blue copy is for ycur records.

-* ,'~~~(, lelir' o f the requested supplies, send the white copy alonr,
'th four copie. of the invoice and VAT form to the following address:

A, cuntiri; !inarce Office
5,),j. 210f

67' Ramst( flucplatz

"f ')u 'eride r t. to send or invnice, sqgr tie white cupy and forward it
t. !'-o r irfj . C finance ,r ord,?r to be pjdC. Ttl ,, whit,, copy ten
bP'cr,rn'es your r i c t.
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86 TFW AC"3 Ji'TING A;M) f~"LE,
and
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and

86 TFW bUPPLY/LGS

1. ThQ attached procedures have b-en igre,:d to by all parties to suipport a
six month test of the use of the SF 44 Purchase Order-Invoice -Voucher,

bc6iiiiLlg 15 &,u&USL 1933.

2. A~L the end of the test peiCiod, all parties agree to evaluate the progress
of this program. interim changes to this test program will be coordinated
bo~r-WtzI 86TF~i/rmLCF, DETI 2/7UJOLGL and 86!FWi/LC3 prior to iimpiementatio1.

LUIIfUC!.it.!d 2 opy - ,ctypud for L06ibiLi L).



f. Postal Money Orders. Treasury regulations should be amended to allow
routin use -ofpostal money Orders up to $50.

g. Cash management accounts. Such accounts combine credit or debit
cards, checks, money orders, travel checks, and other financial services into
one account in which funds are invested to earn interest until needed to cover
checks or card charges, etc. Often cards, checks, money orders, etc. are
issued by the bank at little or no charge when a sufficient balance is
maintained.

6. Conclusion: The task group finds that:

a. The use of credit cards, checks, and other payment methods offer less
expensive alternatives to written purchase orders and payment by Treasury
check.

b. OFPP should establish an interagency task force to evaluate and
implement the proposed procedures where pilot tests prove the value of their
use.

c. Submitted 9/15/83

-122-
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Elaboration of recommended actions. The use of written purchase orders
id receiving reports, and payment of vendors by Treasury check is not cost
rfective for the majority of very small dollar value transactions. OFPP and
lency Heads should establish a task force to further evaluate the commercial
iyment methods enumerated below:

a. Bank card checks. These are commercial checking accounts used like
,edit cards. The bank pays the vendor on receipt of the check and bills the
ser periodically for the amount of the checks plus a pre-set service charge.
i many cases banks could be reimbursed daily by the Treasury through
lectronic Funds Transfer (EFT). The bank would provide the buyer with
itailed monthly statements. In using such accounts, unused funds would
amain in the Treasury until after bills are paid thus saving interest
barges. EFT processes are becoming more sophisticated and widely accepted.
reasury already uses these with the Federal Reserve Banks to transfer funds.
Dsts of the EFT process and per check charges are also dropping as greater
se is made of these procedures.

b. Electronic fund transfers. (EFT) EFT could also be used directly by
gencies to reimburse vendors by accessing Treasury networks already
stablished.

c. Purchase order draft. These are special negotiable purchase order
orms which the vendor cashes at a bank. They require the vendor to detail
is invoice on the draft and to hold it until goods are actually shipped.
enerally their use would be limited to vendors with indefinite delivery
ontracts who are bonded to protect the Government's interests. The Boeing
ompany has used this process for several years.

d. Credit cards. GSA currently issues credit cards for use with motor
ool vehicles and has recently entered into an agreement with Diners Club to
rovide credit cards to a limited number of government employees for official
ravel. Major oil companies have approached GSA to allow use of company cards
n lieu of the GSA card for fuel and auto repairs. Many vendors allow payment
y credit card at the same price as cash transactions. The agreement
egotiated with the Diners Club by GSA provides cards at no cost to the
overnment. Similar agreements should be obtainable for more general use of
redit cards by employees in remote locations. Such use could reduce the need
or cash advances and the use of SF-44's and could result in significant
avings in processing costs over other means 6f obtaining and paying for goods
nd services.

e. Debit cards. These are like credit cards but instead of extending
redit to the buyer, the buyer's account at the bank is immediately debited,
nd the seller's account is immediately credited. Often these are used with
oint-of-sale terminals and EFT to effect an immediate transfer. They might
e used in conjunction with Interest bearing checking accounts or with daily
elmbursement of the bank through EFT from Treasury. Theoretically, these
evices result in even greater savings than checks in processing costs and
nable use of automated terminals by sellers. Since they result in immediate
ayment to the seller and eliminate thefloat inherent in credit cards, their
se should result In lower prices for goods and services and smaller charges
y the bank for use of the card.

-121-
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APPENDIX K

EXECUTIVE ORDER 12352 ON FEDERAL PROCUREMENT REFORMS
IMPLEMENTATION GUIDANCE

ALTERNATIVES TO PAYMENT BY CASH OR CHECI

1. Purpose. In accordance with Sections 1(e) and (f) of E.O. 12352. the
purpose of this guidance is to identify methods which might be used by agency
beads to simplify small purchases, minimize paperwork burdens imposed on the
private sector and ensure that contractors receive timely payment.

2. Description of module.

a. Objective and scope. This module recommends several possible new
methods of paying for goods and services which reflect common commercial
practices not now utilized by Federal Agencies. These procedures would
require changes in the FAR and Treasury Regulations if adopted.

b. Relationship to other module. Implementation of these recommendations
would require coordination with implementation of the modules on the imprest
fund and establishment of checking accounts using imprest funds.

c. Importance. Implementation of these recommendations would greatly
simplify most open market small purchases, increase vendor acceptance of
Government business, and greatly ease cash flow problems among small business
suppliers to the Government.

3. Summary of guidance. OFPP should establish a task force to evaluate the
use of the proposed methods, adopt detailed guidance for their use, conduct
pilot studies on the use of these procedures, evaluate their effectiveness
based on the pilot studies, and oversee implementation of selected procedures
throughout the Government. Proposed procedures include use of Bank Card
Checks, Electronic Fund Transfer, Purchase Order Drafts, Credit Cards, Debit
Cards, Cash Management accounts, and increased use of money orders.

4. Enumeration of actions needed to implement guidance.

a. By agency heads. Work with OFPP and Treasury to evaluate proposals,
establish detailed guidance, adopt pilot projects, and implement required
changes in Agency regulations.

b. Department of the Treasury. Revise Treasury Regulations to allow
general use of the proposed procedures in appropriate circumstances.

C. By DAR and CAA Councils. -Issue appropriate changes in the FAR if
pilot projects are successful.

d. Changes in statutes. Revise-31 USC 3302 and 3327 to provide necessary
authorities.

-120-
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ATTACHMENT 1

PROCEDURES FOR PURCHASES TO BE
PAID FOR BY IMPREST FUND CHECK

The following procedures are recommended in using checks:

* I1 An approved requisition should be required showing that funds are
committed and that no mandatory sources are available.

2. The purchasing agent should contact the vendor, verify pricing and
delivery, and assign an order number to the requisition. The cashier
or purchasing agent would then prepare the check annotating the order
number on its face and forwarding the check and a copy of the approved
requisition to the receiving point for cash-on-delivery (C.O.D.)
orders.

3. If the item cannot be shipped C.O.D. but can be obtained on an oral
order, the purchasing agent should mail or deliver a check to the
vendor after the item is received. Normally, the vendor's delivery
ticket should be used for an invoice and a receiving report.. A copy
of the delivery ticket should be returned to the vendor with the check.

4. Where advance payments are allowed (e.g., books and periodicals), the
cashier or purchasing agent should prepare a check annotating the
order number on its face and forwarding it to the publisher with the
publisher's order form. When the first copy of a subscription is
received, the delivery should be noted on a copy of the requisition.
The annotated requisition should then be sent to the purchasing agent
so the order can be closed out.

5. When C.O.D. orders are received, the receiving point should provide
the driver with a check and a copy of the delivery ticket-marked
received and paid and showing the recipient's name and the date. In
the case of pick-ups, the recipient should provide the check to the
vendor and obtain a receipt showing the order number, the date, and
the name of the recipient. Copies of receipts and delivery tickets
should be provided to the purchasing agent so the order can be closed
out.

-119-
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b. Control.

1. Cancelled checks are evidence of payment Including signatures.
2. Checks can have self-carboned backing to provide an instant record
of each transaction.
3. Payment can be stopped on stolen checks.
4. Pre-numbered checks with pre-printed dollar limitation and
expiration dates minimize risk of loss.
S. Detailed accounting data can be provided by banks along with
cancelled checks on a monthly basis.

Safety. The use of checks reduces the need for and risks of keeping
cash in the office and is usually more acceptable to vendors and their
drivers. Also, this reduces the chance of making incorrect change in
payment for cash transactions, and lessons the risks for Imprest
Cashiers traveling from banks after cashing checks when security
guards are not available for protection.

d. Convenience. Checks can be mailed and are always available in the
correct amount.

See Attachment I for recommended procedures for using checks.

6. Conclusion. !

a. The use of checking accounts offers a less expensive alternative to
written purchase orders and payment by Treasury check.

b. OFPP and Procurement Executives should designate selected agencies to
pilot test this procedure. I

c. OFPP should appoint an interagency task group to develop these
procedures and explore other long range alternatives to traditional
payment procedures.

d. Upon successful conclusion of pilot tests, FAR and Treasury
regulations should be changed to allow routine use of these procedures
where appropriate.
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In a recent Production Improvement Activity study of procurement for
the USDA, Forest Service, the team recommended that check writing be
adopted for all small purchases up to $500. This would reduce costs
and improve payment procedures.

3. Summiary of guidance.

OFPP should work with the Treasury Department and selected Agency
Procurement Executives to test the use of interest bearing checking
accounts using Imprest Funds. Authorized purchasing agents would issue
checks to pay for selected small purchases. Cash payments for purchase of
any item will be limited to no more than $50. Upon successful completion
of the pilot project Treasury and FAR regulations should be amended to
allow general use of such procedures and to provide detailed guidance for
establishment and use of these procedures.

4. Enumeration of actions needed to implement guidance.

a. By agency heads. Work with OFPP and Treasury to establish pilot
projects, assess results and issue agency guidance to encourage use
where appropriate and to maintain adequate oversight for prevention of
fraud, waste, and abuse.

b. Department of Treasury.

1. Issue approval to use Imprest Funds for establishment of ilnterest
bearing checking accounts.

2. Authorize immnediate payment for small purchases upon completion of
order.

c. 5B# OAR and CAA Councils. Issue appropriate changes in the FAR if
pilot projects are successful.

d. Chne n ttts Changes may be required in 31 USC 3302 regarding
the general prohibition against deposits by cashiers. 31 USC 3327
regarding authority to-issue checks may also require changes.

5. Elaboration of recommnended actions. The use of written purchase orders,
and receiving reports, and payment by Treasury che&k is expensive and time
consuming both for the Government and for its suppliers. This procedure
is often more costly than the goods and services being purchased. Cash
Imprest Funds earn no interest and are very labor intensive. The
availability in recent years of minimum service charge and
interest-bearing checking accounts presents an opportunity for better cash
management of the money in Imprest Funds, while reducing paperwork for
Government purchasing agents, and providing faster payment to vendors
often faced with cash flow concern's.' The use of Imprest Funds to
establish checking accounts provides a number of advantages over other
alternatives considered. Some of the advantages are:

a. Ecnoy Idle Imprest Funds would earn interest. The Treasury will
~ienfit from the "float* between the presentation of checks to vendors
and the date the checks clear.
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APPENDIX J

EXECUTIVE ORDER 12352 ON FEDERAL PROCUREMENT REFORMS
IMPLEMENTATION GUIDANCE

CHECK WRITING

1. Purpose. In accordance with Sections l(e) and (f) of E.O. 12352, the
purpose of this guidance is to identify methods to be used by agency heads
to simplify small purchases, minimize paperwork burdens imposed on the
private sector and ensure that contractors receive timely payment.

2. Description of module.

a. Objective and scope. This module provides an evaluation of innovative
means of ordering and paying for goods and services in a manner closer
to that of normal commercial practice. Most of the recommendations
require new FAR guidance and changes in Treasury regulations or
procedures.

b. Relationship to other modules. The procedures recommended would
interface with and/or replace Imprest Funds.

c. Importance. Local check writing would eliminate the need to issue
purchase orders and process payment vouchers to Treasury. The cost of
processsing written purchase orders has been estimated by GAO to be as
much as $100 per order (See GAO Report No. 8201643 dated March 3,
1981). In a review of the Treasury Department (GAO/GGO-82-44), GAO
found that 75% of its purchase orders were under $500. Throughout the
Government in FY 1982, 18.3 million small purchases were made (FPDS
data). If 75% of those 18.3 million transactions were handled as oral
orders (no written purchase order) with payment by local check,
savings of at least half of the $100 processing cost for each should
be easily obtainable. This could result in a savings of $686 million
per year in the Governments' cost of processing purchases. An
additional savings can also be realized because the figures quoted do
not include the cost of processing vouchers through Finance Offices to-
Treasury Department and the cost to issue checks.

In addition, the Government would gain a significant amount of
interest if the idle cash in Imprest Funds were placed in interest
bearing checking accounts. Assuming that the average value of the
13.7 million annual transaction under $500 is $250, that funds are
kept in accounts paying 6% interest, and that an equal number of
transactions are processed monthly; the Government could earn as much
as $17 million a year in interest on funds which are now kept as
cash. Thus, using FY 1982 FPOS and adjusted GAO figures, the
Government could'save $703 million a year by allowing checks to be
written locally for purchases under $500. Also, this simplified
method of small purchasing would enhance the relationship of the
Government with small business suppliers throughout the country. This
should increase competition, improve deliveries and services, and
result in lower prices for needed materials and services.

-116-

" -- """



APPENDIX E

TASK GROUP #5
APPENDIX J AND K
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"' APPOINTMENT REG"-TER f 0

LETTER OF
DATE OF 'A PPO I fTMENT

NAME GRADE OFFICE SYMBOL PHONE NUMBER APPOINTMENT .ERIAL NO.

MITCHELL.ROBERT E. ILt OL-WB/CC 9AUG 83 LGC-O01

MrJELLER,HkLMUT C6a 86TFW/LGS RM 2287 9AUG 83 LGC-002

rARPAWITZ-GODT,PETER SMSGI 86TFW/LGS RM 2287 9AUG 83 LGC-003
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TAB A - Appointment Register

TAB B - Instructions for Use of SF 44

TAB C - Monthly Report Letter

TAB D - 1. Training

2. Review Documentation/

3. Appointment/Termination Letter
14.* .,A I, v , r, , pA$ V'E VOA5

TAB E - General 2crrespondence

|a
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(5) int.r each sinigle SF Form 44(a) buy in the Contract buy Lob
(USAFL Form 7). In addition, the log will be utilized to control receipt of
the receiving invoice 'SF Form 44(a), copy thrue) from the customer within I

duty day after customer has been dispatched to pick up requested items from
the vea or.

(b) Process Issuc iequest (tF Form 2005), Off Line Requisition

(SPA) and LPS status into the UNIVtC 1050-11.

(7) Retaiii AF Form 2005 (control file in CLO) along witi, SPR akd
LPS input accepted notices in the contract folder filed in CLO.

b. When customer has returned with property -and/or copy three, pull
contract file and handcarry to LP Receiving Section for input processing as
follows:

(1) Process the necessary receipt input with D/ docuxr nt # in
", CC 67-80.

(2) Upon receipt of the Neceipt inout Accepted Notice (ilgt
1006), pull copy one and attach copy three of the SF 44(a), stamp "Document

' Control Copy" and forward to Docunent Control Section.

(3) Retain one copy of the Receipt input Accepted Notice iigt
" 1003) for the couipleted contract file folder.

(4) Obtain customers sindature on copy one of the DD Forim
1343-i, Du-*ut i leasu (DO,'). Staap "Document Control Cupy" and forward to
the Document Control Section.

(5) File the colittact folder il Lhe CLO co.mpleLd coUtracts
file.

c. The CLO will acL as Lhe Base suppiy CenLrai cOnLict point on ill
queries rel-,ting to buys obtained with these procedures. it is the CLs

responsibility to ensure all tiidt h.. necessary researcic, RVP ..cctions, etc.
are accomplished in a timely ,aimer to avoid adverse impacts under the Prompt
PFyjyent Act. All filcs will be maiintined in complete audituble condition at
all times and made available to 1iQ USAFL A'udit, Accountin; ind Finance or
contidraCL1 6 personel upon request.

2. 'fhiS cilalgeI %ill b iiCiud1J il the nCXL revision fo L- u L.,p to .i.m
-' 67-1, Vol Ii. Part .fwo, CaLIpLer 2.

, J~idb N. dLVi , Col, CoAF
Chief of Supply

Coatiovur Copy - ctL)peo fur L.u6ibility
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iRiPLY TO

%fTN OF: LGSPS

Subject: interim Change (PIlC 83-2) to iLd1 Supplement 1, 'W'ri 07-I, Vol, ii,

Chapter 2, dtd 10 June 1981. CLO ordering Officer, Emergency Wai4-Thru
Procedures.

TO: tdil holders of Aiji 67-1, Vol li, Part Two, Chapter 2.

1. AFM 67-1, Vol II, Part Two, chapter 8, para 12(a)13 is supplemented as

follows:

a. Customer Liaison will receive/review all customer request for

emergency walk-thrus for completeness. If the required item(s) have a total
cost of less than $300.00 and have no restrictive specification which cannot

be handled by the Base Supply (CLO) Ordering Officer, the following actions

wiil be tken:

(1) Contact the selected vendor (either known from past orders or
provided on the DD Form 1346-6). If required item(s) cannot be located or are

not readily available from any known source, down grade requirement to special

projects and forward to Demand Processing Unit. If vendor confirms required

item(s) is/are immediately available proceed to iLe i two. All items must b!

immediately available on vendor shelf and picked up from the vendor the same

day the orders are dlaced to qualify for these special procedures.

(2) Assign issue document number to the AF Form 205.

(3) issign off-line rvquisition number.

(4) Prepare Standard Form (bF-44) in four copies. Copies are
ucilized as follows:

Copy I L Will be ieft with vendor to be mailed to Accounti,o
Finance for paynent.

Copy 2: Left with vetidor for his record of sale.

Copy 3: Returned to CLO, signed by vendor and requester and
utilized by Bust. Supply as receiving invoice.

Copy 4: ii-- SF For,L 44a wili bu ret..ined in tilu master fore,

booklet by the CLO.

llroviuc copy o,lu, two and three Lo the cusioi..er .4oI' WiLh the necessary
" instruction letters for both the requester and vendor. (dnsure individuals(s)
. pickiW6 up the propeL.'y are instructed to returnL copy three signed by the

vendor to CLO within 24 hours from time of receipt of property from Lthe
C vedorC.)

~Conforme'd Copy - i;eU),ed for Leibii~ty.
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b. iit.adings for ,rLicls Purcitiased imjouncr: IudicaLe± type of
currency. DM=Deutsche ,iarks. $=U.S. Dollars.

C. Discount terias: If no discount is offered iLidiCaLe "NW±t 3'J**

d. Purpose and xCCoUnting Data: Use the appropriation:
57)X49."1.070 6C 678900.

e. A&LLCY i .11d biliini Addr%.ss: 86 TfW/.CFe.

Gu.baeunde 2103
6792 L'kamste.iu FlugplaLz

T.'.i. KOCH, CapL, USAF
AccounLiflg and Finance. Office.r

J~bN. BEVIS, Colonel, U >AF
Chief of Supply

divLi~aT H. 6LjdaY, Lt Gol, U.F
Chicf of Procurem~ent

JO1~id~ Lopy - '& fk~ or Lc.;iVlliLy'.

€A
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Subject: SF44a nCF PiOEUiED'J

it an efforL to simplify and reduce emeLiency wal. through processing tiwe,
the 6F44a, Purchase Order-invoice-Voucher, will uc used for a six monLh test
.L L~astein tL, coMMi.nciug on 15 .ubust 1963. The following procedures and

liitations will be utilized by the 86TFi4/r.CF to support this test.

1. RUd has ddsignat-d two indiviauals in base supply Customer Liaison

Office (CLO), as tneir agents to contract for emergeacy walk throu hs on a
non-competitive bid basis. a copy of Letter of tuthorization will be supplicd

to ACF along with signature cards (DD Form 577).

2. SF44s will be serially numbered beginni:,g with 001 and uainuained

in a secured area.

3. l1 purchases will be routed through LGS-L.

4. Purchases are limited to supply type items under $300 which are
ixammdiately available for guvernmenL pickup. Service type purchases are not
authorized. Purchases cannot be separated to meet the dollar criteria and
partial shipments are nOt authorized.

5. Purchase orders wili be written to include criteriz set forth in
the biliugual letter to be attached to each order carried to the vendor at
time of pickup.

6. LGC.L will moiLtor all orders to unsure status, rcceipt and ..CF
copies are processed within 24 hours of issuance of a purchase order. Thc
Sk44 will include name of individual and phune nuiiber to aid in foulow-up.

7. Any problems uncounLered by ACF ia obtainling receipts, pink copy
of the order, and original SF44 will b2 resolved by

8. On the Aonday following the last Frida1y of each month, LGuCL will
provide ACF a copy of oS: aF joi 357 to easurc all oblidatioius hive betaI
recorded. If a SF44 is voided for any reason, LCF will receive the wtitt and
pink copies to Maiintain com.iplete accouaLabiliLy. tny changes a to a .F44
uLusL be initialled by the designated agents.

9. This procedure will be closely ;-ionitorea as Lo workload, 1oilow-up
rcquir.,ients in mvetin6 prompt payaenL procedures and nunber of purchase

- orders processed ,onlty. tAny adverse f±;i:ia.s, .:ay rcvSL. in re.'isoi or
Ca CnCeiitio1I Of LL progr..i.

10. Accouting adl 'iuan! e rucuir-,..!us for 6ukalF)lin, dF44 ,,.

a. Address of seller: WriLc .,ddrtss vendor warts check ;,mailed

to.

Conforraed Copy - iu~yp. fUl Leioil[Ly.
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