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INTRODUCTION

The purpose of this Guideline is to consolidate National Park
Service acquisition policy and procedural guidance into a single
document. This Guideline implements and supplements the Federal
Acquisition Regulation (FAR) and the Department of the Interior
Acquisition Regulations (DIAR) as well as other Federal and agency-
specific requirements.

The Guideline addresses a wide range of acquisition-related
topics. Some chapters address program and/or technical management
responsibilities and requirements, others address internal
contracting functions which may be of little interest for those
outside of the contracting activity. A responsibilities section
has been incorporated into each chapter so that you will be able
to identify at a glance, those topic areas in which you hold
responsibilities

.

Several of the chapters have been released previously in the form
of Special or Staff Directives or memoranda signed by the
Directorate. In these instances, the previous policy issuance has
been identified at the beginning of the Chapter as well as
instructions concerning its disposition.
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ACQUISITION PLANNING SYSTEM (Advance Acquisition Planning)

This Chapter provides specific implementation procedures for
advance acquisition planning in the National Park Service and
supplements the information in 404 DM and FAR 7.1. This Guideline
supersedes and renders obsolete NPS Special Directive 83-1.

General

The objective of acquisition planning is to analyze each
applicable contract requirement in terms of what is needed, when
it is needed, and then to develop a plan for acquiring the needed
supplies or services within the constraints of law, policy,
technology, personnel, resources, organizations, and external
business and economic factors.

Policy

It is Departmental Policy that procurement planning shall be
accomplished to assure that contracts, meeting all the
requirements of law, policy, and regulations, are issued in a
timely manner. Within the Department of the Interior, National
Park Service, formal procurement planning will be accomplished for
requirements anticipated to meet or exceed $10,000. Two levels of
detail planning will be required: (1) advance acquisition plans,
and (2) individual contract plans. Individual contract plans must
be accomplished in accordance with Chapter 2 of this Guideline by
using the standard format for Individual Acquisition Plan and
Rationale Document.

Responsibilities

1

.

The Program Manager is responsible for preparing and
maintaining the advance acquisition plan (see Exhibit 2) and for
assuring that all necessary coordination with the Procurement,
Business Utilization and Development, and Budget Offices has taken
place. A copy of the advance acquisition plan, as approved by the
Office Chiefs, the Associate and Assistant Directors in WASO, the
Associate Regional Directors in the Regions, and the Center
Managers, at the beginning of a new fiscal year (exact date will
be set by the servicing contracting office) , will be provided to
the Contracting office. Program Managers are also encouraged to
complete advance plans for procurement actions less than $10,000,
particularly those involving management consulting services

.

2. The Contracting Officer is responsible for assisting the
Program Office in the preparation of Individual Acquisition Plan
and Rationale Document AFTER approval of the ADVANCE ACQUISITION
PLAN.

Keiease No. 1 January 1986
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3. The Office Chiefs, the Associate Directors and Assistant
Directors in WASO, the Associate Regional Directors in the
Regions, and the Center Managers in the Denver Service Center and
Harpers Ferry Center, are responsible for approving Advance
Acquisition Plans for their respective program areas. Changes and
additions to the plans are subject to the same approvals.

4. The Chief, Administrative Services Division (WASO) , the
Associate Regional Directors, Administration, and the Center
Managers in the Denver Service Center and Harpers Ferry Center are
responsible for consolidating the approved advance acquisition
plans from the program areas and preparing the Summary of Planned
Contract Actions (see Exhibit 1) by November 10 each year for
submission to the Administrative Services Division (WASO) . This
responsibility continues through the fiscal year as quarterly
updates of the annual reports are required.

5. Budget/Finance Officers are responsible for supplying and
coordinating budgetary information for the program offices and
contracting offices at the time of budget formulation and
throughout the course of various projects' performance.

6. Small and Disadvantaged Business Utilization Specialists are
responsible for formulating and coordinating procurement goals
with the contracting offices and providing listings of potential
contractors in the various socioeconomic programs.

Preparation Timetable

Advance acquisition plans will be prepared during budget
formulation. They will be completed, with all necessary
approvals, and consolidated into the Summary of Planned Contract
Actions by November 10 of each year for the current fiscal year.
Quarterly updates, reflecting any additions, cancellations, or
modifications of the annual plan, are required within 10 days
after the end of quarters 1, 2, and 3. The advance acquisition
plans will be based on funding levels contained in the budget
justification. Program managers are encouraged to begin planning
on a 3-year level during budget formulation to prepare a 3-year
advance macro overview of anticipated procurement action.

Release No. 1 January 1986
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Advance Acquisition Planning During Budget Formulation

Identify, during the latter stages of the budget formulation
process, procurements which are planned to be accomplished.
With the assistance of your servicing contracting office,
determine the appropriate procurement administrative lead times
(PALT) for each planned contractual action. Procurement lead
times for the purpose of advance acquisition planning (Exhibit 2)

do not need to reflect each individual step in the procurement
process in the same manner as an Individual Acquisition Plan and
Rationale Document (see Chapter 2, Exhibit 2). Rather, lead times
should be expressed in a macro-sense reflecting the overall time-
frame from receipt of an acceptable procurement request by the
Contracting Officer through distribution of the subsequent
contract; for example, 180 days. In establishing appropriate lead
times, the following should be considered:

1. the commodity being purchased; e.g., supplies, equipment,
services, construction, etc.;

2. the procurement method; e.g., procurement preference set
aside, sealed bid, competitive negotiation, noncompetitive
negotiation, etc.; and

3. the dollar value of the procurement.

Assure that procurement planning documentation is fully
coordinated between the program/requirements activity and the
contracting activity and approved at an appropriate level.

Availability of Funds

Program Managers are charged with the responsibility of
prohibiting release of purchase requests/authorizations to
contracting offices if the expiration date of funds involved does
not provide sufficient procurement administrative lead time
(availability of funds is further covered in Chapter 2 of this
Guideline). Exceptions may be permitted if specific coordination
and agreement is reached with the contracting office that the
procurement can be accomplished on a priority basis within the
time available. Insufficient procurement lead time could result
in the forfeiture of funding for an acquisition. The Surplus Fund
Certification Claim Act, 31 U.S.C. 1502, prohibits the expenditure
of funds or appropriations beyond the period for which they were
authorized by law.

Release No. 1 January 1986
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Submission of Advance Acquisition Plans

Exhibit 1 provides for a Summary of Planned Contract Actions and
is self explanatory. Part I of the summary merely extracts those
planned actions of $300,000 or more from the Consolidated
Acquisition Plan (Exhibit 2), listing them individually; Part II
then lumps the remaining actions under $300,000 by quarter;
Part III covers small purchase activities and contracts under
$10,000.

Exhibit 2 is the Consolidated Advance Acquisition Plan and will be
prepared in two parts. Part A will include all projects $10,000
and over, which require any of the following special approvals:

1. management consulting (365 DM);

2. ADP services, equipment and supplies (see Chapter 6 of this
Guideline and 306 DM);

3. services over $500,000 (see DIAR 1437.102(b));

4. all acquisitions over $100,000 (see 245 DM 5.2);

5. legal reviews for all personal services and as determined
necessary by the Contracting Officer (see DIAR 1401.7101-2).

The Summary of Planned Contract Actions and the Consolidated
Advance Acquisition Plan are due in the Administrative Services
Division (WASO) November 10 of each year.

Individual Acquisition Plan and Rationale Document

Detailed plans for individual contractual actions and supporting
rationale should be completed through the combined efforts of the
requestor and the contracting officer and tailored to the specific
item being purchased. Chapter 2, Exhibit 2, reflects the level of
detail required to properly plan for a major or complex purchase,
while Chapter 2, Exhibit 3, reflects the detail expected on a
relatively low value, routine, noncomplex purchase. For the
purposes of this Guideline, the "complexity" of an acquisition is
a function of the type of product being purchased, the method of
procurement, and the nature of the supply environment or market
for the product. Each purchasing activity should adopt a
businesslike, common sense approach to the level of detail
planning required for individual purchasing actions.
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Standard Times

Regions/Centers are encouraged to develop and use, where
appropriate, standard times for individual milestones in
individual Acquisition Plan and Rationale Documents and for
advance acquisition plans if they realistically reflect optimum
processing times, are updated on a regular basis, and permit some
adjustment by the contracting office to reflect actual or
potential circumstances.

Release No. 1 January 1986
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INDIVIDUAL ACQUISITION PLAN AND RATIONALE DOCUMENT

General

The ultimate goals of the acquisition process are to acquire the
needed supplies, equipment, or services when they are needed,
where they are needed, at the most reasonable price, and within
the constraints of law, policy, and resources. The success with
which these goals are met is greatly influenced by the care with
which the procurement request or initiation document is executed
by the initiator.

The Contracting Officer will assist the initiator, when necessary,
in the drafting of the Individual Acquisition Plan and Rationale
Document.

Responsibilities

1

.

The Contracting Officer is responsible for assisting the
initiator or requisitioning official in the drafting of the
Individual Acquisition Plan and the Rationale Document.

2. The budget official or Park Superintendent, as applicable, is
responsible for certifying that funds have been set aside for the
various procurement transactions. The certification shall appear
on the face of the requisition, as well as in the Individual
Acquisition Plan and Rationale Document.

3. The requisitioning official or the initiator is responsible
for providing a concise purchase description on the requisition
form, and preparing the Individual Acquisition Plan and Rationale
Document in coordination with the Contracting Officer.

Policy

Except as otherwise prescribed in FAR 13.505-3, acquisition
transactions shall be initiated using form DI-1 , "Department of
the Interior Requisition."

The initiator shall complete, with the assistance of the
Contracting Officer, an "Individual Acquisition Plan and Rationale
Document" (Exhibits 2 and 3) for all procurements over $25,000
unless directed otherwise by the Contracting Officer.

Release No. 1 January 1986
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Completion of Purchase Description

1. In describing the goods or services being requisitioned on the
DI-1 (Exhibit 1), initiators shall:

(a) Specify needs in a form that permits maximum practicable
competition and innovation;

(b) State only the minimum needs in the specifications and/or
purchase descriptions; and

(c) Avoid restrictive features that would limit acceptable offers
to one or a few offerors ' products unless the features are
essential to satisfy the Service's minimum needs.

2. The identification of a requirement in a purchase descrip-
tion by use of one or more brand-name products followed by the
words, "or equal" will be used only under the conditions allowed
in FAR 10.004 (b)(3), DIAR 1410 .004-70(a) and DIAR 1452.210-70.
A "brand-name product" means a current commercial product of a
manufacturer described by its brand name, make, model number,
catalog designation or other description by which it is regularly
offered for sale to the public in the commercial market place.

3. In addition to a product description, any instructions
regarding specific packaging, packing, and marking requirements
should be listed on the DI-1 (see FAR Part 10 and DIAR 1410.004).

Guidelines for Completing the Individual Acquisition Plan and
Rationale Document

The following should be considered when developing an Individual
Acquisition Plan and Rationale Document (See Exhibits 2 and 3 for
format)

:

1. Remember that the purpose of this planning and justification
document is to facilitate attainment of office objectives.

2. Plans should be tailored to suit the needs of the office
and the requirements of the acquisition.

3. The plan is the matrix for integrating and coordinating the
efforts of all personnel engaged in the acquisition process.

Release No. 1 January 1986
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4. The narrative portion of the plan should be brief, but
comprehensive. It should provide sufficient background to
understand the acquisition, the plan for contracting for the
system, commodity, item or service, and the rationale and
assumptions upon which the plan is predicated. It should
reference other documents rather than repeat their contents.

5. The use of milestone charts introduces discipline into the
planning process by identifying in graphic form the points at
which critical decisions must be made and time factors that must
be observed when action is necessary to produce an item or to make
a competitive buy possible. The chart not only forces
consideration of all factors involved, but it also provides a
visual portrayal of the decisions necessary to achieve objectives
and indicates the time at which they should be made. However, it
is important to recognize that the format of a milestone chart is
flexible because the same milestones may not be present in every
case.

6. The extent of coverage of each plan will, naturally, depend on
the circumstances in existence at the time acquisition planning
begins. Contracting Officers may develop plans to cover an entire
system or project; to cover a single solicitation/ contract; they
may consolidate several individual solicitation contract efforts
into a single plan; or they may wish to develop a single plan to
cover one solicitation and several resulting contracts.

Disposition of Individual Acquisition Plan and Rationale Document

The Individual Acquisition Plan and Rationale Document will be
filed with, and become part of, the official contract file to
which it pertains.

Funding

1. Each requisition involving funds must contain:

(a) accounting and appropriation data, and

(b) certification by the responsible fiscal authority that funds
have been set aside for the transaction. As a minimum, this
certification shall appear on the face of the requisition.

Release No. 1 January 1986
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2. No officer or employee of the Goverment may create or
authorize an obligation in excess of the funds available, or in
advance of appropriations (Anti-Deficiency Act, 31 U.S.C. 1517),
unless otherwise authorized by law.

3. Funding levels.

(a) If the contract is fully funded, funds are obligated to cover
the price or target price of a fixed-price contract or the
estimated cost and any fee of a cost reimbursement contract.

(b) If the contract is incrementally funded, funds are obligated
to cover the first work segment, subsequent obligation of
additional funds is necessary prior to proceeding with additional
work segments

.

(c) A contract that is funded by annual appropriations may not
cross fiscal years, except in accordance with statutory
authorization (see 41 U.S.C. 11a, 31 U.S.C. 1308(a) and 42 U.S.C.
2459 (^)) when the contract calls for an end product that cannot
feasibly be subdivided for separate performance in each fiscal
year.

4. Advance payment requirements.

Except for contracts listed under DIAR 1432.404, the Chief,
Division of Acquisition and Grants, Office of Acquisition and
Property Management, is authorized to approve findings and
determinations and contract terms for advance payments as
prescribed in FAR Subpart 32.4.

In instances where advance payment is required, a findings and
determination document must be submitted by the Contracting
Officer in accordance with Chapter 3 of this Guideline.

Competition Requirements

1. Purchases not exceeding $1,000 may be made without securing
competitive quotations if the Contracting Officer determines the
prices to be reasonable. The file must be documented accordingly.

2. For purchases over $1,000 but not exceeding $25,000,
Contracting Officers shall solicit quotations from a reasonable
number of qualified sources and document the file accordingly, to
ensure that the purchase is advantageous to the Government.
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3. For purchases whose value is estimated to be over $1,000 up to
$25,000, the initiators shall include with the DI-1 a
justification for noncompetitive procurement (see Chapter 5 of
this Guideline) if competition is not recommended.

4. Proposed acquisitions of $25,000 or more must provide for full
and open competition in accordance with FAR 6.102. As identified
in FAR 6.302, only a few limited exceptions to this policy exist.
(See Chapter 5 of this Guideline for review and approval
requirements for use of other than full and open competition)

.

Schedules

1

.

Adequate and realistic lead times should be given to
processing of procurement requests. Insufficient lead time
reduces the scope of competition, which in certain instances may
result in higher prices, late delivery, and incomplete orders.

2. Initiators should avoid the release of purchase requests to
contracting offices if the expiration date of funds involved does
not provide sufficient procurement administrative lead time.
Exceptions may be permitted if specific coordination and agreement
are reached with the contracting office.
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Individual Acquisition Plan and Rationale Document
for a Complex High Value Item

Project Identification:

Government Estimate:

Office:

Project Manager:

Phone

:

Contracting Officer:

1. Description : Description of supplies and services covered by
this acquisition plan. A brief non-technical description
including its intended use, if appropriate.

2. Background : Provide a brief statement of the technical and
contractual history of the supplies or services being
acquired.

a. This acquisition is is not based on an
Unsolicited Proposal.

b. Application of OMB Circular A-76. If this acquisition
action is in support of, or results from, an A-76 decision,
briefly summarize the A-76 analysis or decision process and
indicate where further detailed information can be obtained.

3 . Project Funding :

a. Include specific reference to budget line items, fund
citations, purchase request or authority, total estimated
cost and planned obligation date. If this plan covers
multiple contracts and/or incrementally funded contracts,
include as an attachment, a planned obligation schedule.

b. This acquisition is is not to be funded from
more than one appropriation. (if affirmative, attach
description, statutory citation, etc.).

4. a. This acquisition requires does not require
priority processing (if affirmative, a brief priority
justification must follow)

,
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b. Describe the major areas of technical, schedule, and
financial risk involved and what efforts are planned to
overcome or reduce them. For example, use of cost-type
contracts in lieu of fixed-price type contracts.

c. Delivery Requirements

;

What are the delivery require-
ments and what is the basis for establishing those
requirements? Does the required delivery date or initial
operational capability (IOC) date impact the overall
acquisition strategy? In what way? Would that strategy
change if the delivery or IOC date were slipped? Would
that strategy change if the delivery date required a
sole source acquisition, whereas, if the date were changed,
competitive proposals could be sought?

d. The estimated period of performance is months
after the effective date of the contract inclusive

exclusive of submission of any final report which
may be required.

e. The schedule of deliverable items (excluding reports) is
as follows. Check here if no deliverable items are required

Delivery
Item No. Description Quantity Date

f. The following reports are required (describe in an
attachment) . Check here if no reports are required
For each separate report required, describe the following:

(a) Type of report (e.g., draft, final, interim, special, etc.)
(b) Descriptive title (e.g., monthly progress report)
(c) Minimum content requirements
(d) Number of copies required
(e) Distribution (with complete addresses of all recipients)
(f) Delivery Schedule
(g) Number of days the Government will have to review,

comment, approve (disapprove) and return (as appropriate)
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Where specific report formats containing the information above
are used repetitively, "standard" formats may be established
with the servicing Contracting Office. Maximum use of such
standard formats is encouraged. Examples include monthly or
other periodic progress reports, financial and final reports.

5. Program Control ; Discuss, as appropriate, what management
system will be used by the Government to monitor the
contractor's performance. For example, critical path
method (CPM) for construction and line-of-balance (LOB)
for production, are just two of many types of management
systems.

6. Government property, data, or services will be furnished
will not be furnished under this acquisition. (if

furnished, reference NPS-47 , "Government Property in the
Possession of Contractors," and describe in an attachment
quantity and date available.)

7. Special Contract Terms or Conditions: Discuss special contract
terms and conditions or required deviations from FAR and/or
DIAR.

8. This acquisition anticipates that the following options will
be needed. Check here if no options are anticipated .

Description of Option Term of
(Description may be indicated in a separate attachment) Option

9. For level of effort actions and other actions where hours,
rather than an end product are to be purchased, indicate for
the basic and all option periods the number of hours required,
by category, with definitions for each category.

10. This acquisition anticipates a new contract award
,

an additional work modification to existing contract number
. It also anticipates that it will be processed as

a competitive procurement noncompetitive
procurement. (if noncompetitive procurement is recommended,
attach appropriate justification as described in Chapter 5 of
this Guideline.)
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11 . Recommended Acquisition Approach

a. I recommend do not recommend prospective
sources for this procurement. (if sources are recommended,
list in an attachment.)

b. Proposed acquisition method and reasons why that method
was selected. If sealed bid, will this be a single-step or
two-step action? If negotiated, will this be a competitive
negotiation or noncompetitive negotiation?

c. This proposed acquisition is appropriate for
total small business/labor surplus area (SB/LSA) set-aside;
or partial SB/LSA set-aside; partial SB
set-aside; partial LSA set-aside; 8(a)
set-aside; LSA set-aside; or none of the
above (check only one). (Consult the Business and Utilization
Development Specialist (BUDS) or the Office of Business and
Economic Development for advice.)

d. What is the recommended contract type? Firm Fixed Price:
Cost Reimbursement?

e. Will cost or pricing data be required? If so, will a
pre-award audit be requested?

f. Will a letter contract be required and if so, are you
planning to include a not-to-exceed ceiling price and a
negotiation schedule?

g. Will contract warranties or guarantees be used? What are
they planned to be?

h. What considerations have been given to the use of
multi-year contracts?

i. In the event this contract must be interfaced with another,
what arrangements are being made to assure that both
contractors:

(1) agree to work together cooperatively;
(2) exchange necessary data and information;
(3) have a means of settling disputes between themselves
that mitigates any harm to the Government that may result
therefrom.

Release No. 1 January 1986



ACQUISITION GUIDELINE
NPS-62 Chapter 2

Individual Acquisition Plan and Rationale Document EXHIBIT ID

j. What special incentive provisions are contemplated, for
example, award fees, cost, performance, or schedule
incentives?

k. What special financial arrangements are contemplated, such
as, progress payments, assignments of claims, advance
payments, guaranteed loans, and economic price adjustment
clauses?

12. Special Considerations;

a. This acquisition requires does not require
management consulting services. (if management consulting
services are required, attach a justification as required by
365 DM.)

b. This acquisition involves does not involve
legal analysis. I have have not discussed this
acquisition with the Office of the Solicitor prior to
proceeding with this procurement.

c. This acquisition is is not for leasing of
motor vehicles. (if affirmative, attach certification per
FAR 8.1102.)

d. Are there any other factors which should be considered?

13. Certifications

a. To the best of my knowledge the work results of this
proposed acquisition are are not available from
any other source. (if the results are available from another
source, describe in an attachment.) The initiator has

has not consulted the Center for Information and Library
Services for relevant reports by previous Contractors.

b. I anticipate or have knowledge of do not
anticipate or have any knowledge of organizational conflict
of interests issues related to the acquisition. (If affirma-
tive, describe conflict in an attachment.)
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c. Listed below are special NPS employee(s) who are or will
be participating in NPS's processing or managing of this
procurement, together with a list of their non-Government
employers

.

Special Employees Non-Government Employer

Proposed Contracting
Officer's Technical
Representative

I certify that the requested goods/ services are required for the
conduct of an official service activity, that funding is available
at the stated amount and that the information provided in this
individual acquisition plan and rationale document is complete and
accurate to the best of my knowledge.

Date Chief, Program Office

Additional Approvals: (as Organizationally required)

Date

Date

Concur Returned for the below noted deficiency

Date Contracting Officer
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14. List of Enclosures

This procurement request package contains the following documents:
(Check all applicable boxes and attach documents as appropriate.)

See Attachment # Check Description

Mandatory DI-1

Acquisition Description

Statement or Scope of Work

Concise Technical Proposal
Instruction

Competitive Technical Evaluation
Criteria

Justification for Noncompetitive
Procurement (JNCP)

Justification for Management
Consulting Services

Government-Furnished Property
Description

Justification of Need
(Government-Furnished Property/
Equipment)

Recommended Source List

Reports Description

15. Milestone Chart (s); Provide a milestone chart or charts
showing the significant steps necessary to complete this
acquisition (see Exhibit 4). This chart must be completed
with the assistance of the servicing Contracting Office.
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Form Dl-

1

(Rev. April I985) UNITED STATES
DEPARTMENT OF THE INTERIOR

REQUISITION

Page. of

To Bureau /Office

Requisition No.

Date

Appropriation/Allotment No. Charge shipping costs to

Vendor Deliver to

item on
FORM NO. DESCRIPTION UNIT

PRICE

To B« Completed by Fiscal Authority Only

FUND CERTIFICATION: Funds in the amounts shown are available
and chargeable to the cost authorities shown above.

Signature Date Approved by (Signature) Date

Title Title

Requisitioned by (Signature) Date Bureau Officer (Signature) Date

Title Title

Prepare in single space typing. Use double space between items. Fill out top of requisition completely, showing complete shipping instructions
and appropriation if different from that to which requisition is chargeable.
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INDIVIDUAL ACQUISITION PLAN AND RATIONALE DOCUMENT
FOR LOW VALUE, ROUTINE, NON-COMPLEX ITEM

To be completed by Contracting
Officer:
Date Received
Assigned Contract
Specialist

Part I Requirement ;

a. Purchase
Request No.

b. Modification of existing
Purchase Order/Contract

:

YES NO

Item Description:

Quantity: Unit Price: Total Price

Appropriation Chargeable:

f. Delivery Required By:

g. Individual Authorized to Make Acceptance:

h. Justification of Need:

Part II Purchase History :

Unit Method of Procurement Competitive Bids/offers
Date Quantity Price Sealed Bid Negotiated Number $ Range

Part III Special Considerations : (to be completed with the assistance
the Contracting Office)

100% Partial None
a. Set Aside: Small Business

Labor Surplus
8(a) Program

(see attached DI-1886)

b. Quantity Options: % c. Price Escalation:
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YES NO
d. Contractor Warranties:

e. Government Furnished
Property

f. Recommended Sources:
(List on an attach-
ment)

Part IV Proposed Method of Procurement : (to be completed with the
assistance of the Contracting Officer)

Competitive Non-Competitive Authority

a. Negotiated

b. Sealed
Bid

Single Step Two Step

STANDARD PLANNED REV. REV. ACTION
TIME TIME 1 2 DATE

c. Schedule:

Issue IFB/RFP/RFQ

Receive Bids/Proposal

Evaluate/Negotiate

Award

d. Remarks:
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I certify that the requested goods/services are required for the
conduct of an official service activity, lat funding is available
at the stated amount and that the information provided in this
Individual Acquisition Plan and Rationale Document is complete
and accurate to the best of my knowledge.

Signature; Date:
Chief, Program Office

Concur: Date:
(Contracting Officer)

Returned for the below mentioned deficiency:

Date:
Contracting Officer
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ACQUISITION REVIEW AND APPROVAL LEVELS
General

This Chapter assigns acquisition review and approval levels
compiled from the Department of the Interior Acquisition
Regulation (DIAR) . The Chapter provides levels of review without
itemizing reporting content, etc. Further discussion of content
and other pertinent data can be found in the DIAR and the FAR as
referenced.

Definitions of Words and Terms

1 . "Contracting activity" means a Bureau or office within the
Department of the Interior with delegated procurement authority to
manage contracting functions associated with its mission.

2. "Head of the Agency" (also called "Agency Head") means the
Secretary of the Interior, the Undersecretary of the Interior,
the Assistant Secretary-Policy, Budget and Administration.

and

3. "Head of the Contracting Activity" (HCA) means the Assistant
Secretary and Deputy Assistant Secretary-Policy, Budget and
Administration; the head of each Bureau of the Department and the
assistant or associate head of Administration (for NPS, this is
the Assistant Director, Personnel and Administrative Services)

.

The authority of the Head of the Contracting Activity may not be
delegated unless specifically authorized.

4. "Chief of the Contracting Office" means the Chief, Acquisition
and Assistance Systems Branch, Administrative Services Division
(WASO), whose authority is delegable in certain instances (as
indicated)

.

5. "Contracting Officer" (CO) means a person appointed by the
Head of the Contracting Activity with the authority to enter into,
administer, and/or terminate contracts and make related
determinations and findings.

6. "Office of the Solicitor" is the office of legal counsel,
among the functions of which is to review and approve for legal
sufficiency selected types of contract actions from the various
Department Bureaus and offices.

7. "Competition Advocate" is the person within the organization
assigned responsibilities under FAR Subpart 6.5 for monitoring and
limiting noncompetitive acquisitions and promoting full and open
competition. The Competition Advocate for the National Park
Service is the Chief, Administrative Serivces Division (WASO)

.
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Responsibilities

Responsibilities are addressed throughout this Chapter as follows:

1401.601 Contracting authority and responsibility

HCA may redelegate authority only as prescribed in
DIAR 1401.603.

1401.603-1 Authorization to select and appoint contracting
officers (CO)

HCA is authorized to select and appoint CO's.

1401.670-1 Appointment of contracting officer's technical
representative (COTR)

A CO may select and appoint a COTR based on
technical, professional, and administrative
qualifications.

1401.670-4 Termination of appointment

Termination of COTR appointment shall be made, in
writing, by the CO or it will automatically expire
upon termination or completion of the contract for
which the appointment was made.

1401.671 Ratification of unauthorized procurement action

a) Requests for ratification must be submitted in
accordance with Chapter 8 of this Guideline through
appropriate Regional Chief of Contracting and
Property Management (or Center/WASO equivalent),

b) to the Chief, Administrative Services Division
(WASO) , for recommendation and forwarding,

c) to the HCA.

1401.7101-1 Review and approval by Assistant Secretaries

a) Early in the requirement formulation phase and
before issuance of a solicitation, the CO must
submit requests for approval to contract for
proposed requirements exceeding $100,000,

b) through WASO and HCA,
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c) to the Assistant Secretary for Fish and Wildlife
and Parks.

1401.7101-2 Legal review by the Office of the Solicitor

a) CO must submit all personal service contracts
for review by the Solicitor.

b) CO shall submit contractual actions for review
in accordance with Regional agreement with the
Solicitor's office.

c) CO shall submit proposed actions for review of
the Solicitor as determined appropriate (on a
case-by-case basis)

.

d) Matters upon which the CO and Solicitor cannot
agree shall be submitted,

e) to the HCA and Assistant Solicitor for
Procurement and Patents for resolution.

1401.7101-3 Administrative review and approval by the Office of
the Secretary

a) CO must submit fully documented proposed
actions, when circumstances arise as identified in
the subsection, through the Regional Chief of
Contracting and Property Management (or Center/WASO
equivalent)

,

b) to the Chief, Administrative Services Division
(WASO), for recommendation and forwarding,

c) to the HCA for transmittal,

d) to higher level authority as specified.

1401.7101-4 Administrative review and approval by Bureaus and
offices

This subpart identifies NPS specific contracting-
related review and approval requirements.

a) Cancellation and/or resolicitation of a proposed
acquisition must be documented by a D & F and signed
by the Regional Chief of Contracting and Property
Management (or Center/WASO equivalent) and submitted
to the Chief, Administrative Services Division
(WASO), for review and recommendation to the HCA.
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b) Proposed ADP acquisitions must be justified in
accordance with Chapter 6 of this Guideline.
Acquisition requests in excess of stated thresholds
must be submitted to the Chief, Administrative
Services Division (WASO), for two-part review and
approval process

.

c) Selection reports and recommendations for A & E
requirements exceeding $10,000 must be submitted to
the Chief, Contract Administration Division, Denver
Service Center, for final approval in accordance
with DIAR 1436.602.

d) Unless a lower threshold mandated by other
regulation/policy applies, (e.g., review of Service
contracts exceeding $500,000, per DIAR 1437.102(b))
selection reports and recommendations for proposed
contract award of $2,000,000 or more must be
submitted by the Regional Chief of Contracting and
Property Management (or Center/WASO equivalent)
through the Chief, Administrative Services Division
(WASO) for review and approval of the HCA.

e) Contracts or purchase orders with Government
employees, relatives of employees, or employee
organizations are prohibited. Exceptions must be
approved by the HCA. Such exceptions will be
considered by the HCA only when there is no other
source and only after concurrence by the Solicitor's
office . Requests for exception must be submitted by
the Regional Chief of Contracting and Property
Management (or Center/WASO equivalent) through the
Chief, Administrative Services Division (WASO), for
review and approval of the HCA.

f) Justifications for proposed contracts using
other than full and open competition must be
approved in writing in accordance with FAR Sub-
part 6.304. Approval levels for justifications for
utilizing other than full and open competition are
as follows:

Contract Amount Approval Level

Under $100,000 Level above the CO (w/in the
1102 Classification Series)

100,000-999,999 NPS Competition Advocate

1,000,000-9,999,999 Head of the Contracting
Activity
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1401.7102 Acquisition management reviews

a) Procurement and Property Management reviews
shall be combined.

b) The Chief, Administrative Services Division
(WASO) , is responsible for preparing review plans
and schedules and accomplishing reviews of Regional
operations and representative Parks

.

c) Regional Contracting Officers must conduct
periodic reviews of the Field activities
(establishing a 3-year cycle).

1403.203 Reporting suspected violations of the gratuities
clause

a) Must be reported in writing to CO (pursuant to
FAR 3.204(c) )

.

b) Report is submitted through WASO and the HCA,

c) to the Director, Office of Acquisition and
Property Management for disposition.

1403.303 Reporting suspected violations of antitrust laws
clause

a) Must be reported in writing to CO (pursuant to
FAR 3.204(c))

.

b) Report is reviewed by the Office of the
Solicitor and submitted through WASO to the HCA, and

c) is sent directly to the Attorney General, U.S.
Department of Justice.

d) HCA shall initiate debarment or suspension in
accordance with FAR 9 .406-2 (a) (2) or 9 .407-2 (a) (2)
and DIAR 1409.4.

1403.408 Evaluation of SF-119

Documentation required by FAR 3.408 to be reviewed
by Chief of Contracting Office.
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1403.409 Misrepresentations or violations of the covenant
against contingent fees

a) Must be reported promptly to CO for review and
action under FAR 3.409.

b) CO submits written reports to HCA through WASO.

c) Under FAR 3.409(b), HCA may initiate debarment
or suspension action in accordance with DIAR 1409.4.

d) Suspected fraudulent or criminal violations
shall be documented in a report by the Chief of the
Contracting Office to Office of Solicitor for
action.

1403 .502 Subcontractor kickbacks

a) Reports on suspected violations to be prepared
by CO,

b) submitted to HCA, through WASO,

c) to the Office of the Solicitor for further
action.

d) HCA may initiate debarment or suspension action
in accordance with FAR 9.406-2 or 9.407-2 and
DIAR 1409.4.

1403.6 Contracts with Government employees or organizations
owned or controlled by them

a) CO shall prepare written determination and
findings (D & F) and submit to WASO for HCA's
approval and signature.

b) HCA's decision will be based on coordination
with the Office of the Deputy Director.

c) After HCA signs D & F, it is to be returned
through WASO to CO for insertion in contract file.

1404.403 Safeguarding classified information within industry

For proposed solicitations requiring access to
classified information of the Department, the CO
shall consult with Chief, Division of Security and
Enforcement Management, Office of Administrative
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Services, Office of the Secretary, for guidance on
DISP in accordance with Part 443 , Chapter 1 of
Departmental Manual.

1405.303 Announcement of contract awards and transactions

In addition to requirements in FAR 5.303, CO shall
make proposed contract award/ information available
to the HCA for forwarding to the Office of
Legislative and Congressional Affairs within the
following timeframes.

a) Award of contract or contract modification
between $100,000 and $1,000,000: at least 3 work
days prior to contract award.

b) Award of contract or contract modification over
$1,000,000: at least 4 work days prior to contract
award.

c) Samples of the prescribed format for this
notification are shown in Exhibit 1 of this Chapter.

1405.404-1 Release of long-range acquisition estimates -

procedures

HCA is authorized to release long-range acquisition
estimates under FAR 5.404-1.

1405.502 Paid advertisement

a) Authorization for paid advertisements in
newspapers is required from Chief of the Contracting
Office and is delegated to the Regional Chiefs of
Contracting and Property Management. This authority
is further referenced in 205 DM 5.1.

b) Advertisements placed in media other than
newspapers do not require advance authorization.

1408.802 Acquisition of printing and related supplies

Prior to contracting for any items defined in
FAR 8.801, CO shall coordinate with designated
publication liaison officer and obtain approvals in
accordance with Part 314, Chapter 1 of the
Departmental Manual

.
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1409.105-1 Information to support determinations of
responsibility or non-responsibility

a) CO to prepare determination.

b) If contractor has a bad debt or has failed to
meet an obligation to the Government, award shall
not be made unless the Regional Chief, Contracting
and Property Management, (or Center/WASO equivalent)
determines, in writing, that award of a contract
would be in the Government's best interest.

1409.204 Qualified products - justification for including
qualifications request

a) the Chief of the Contracting Office, as
delegated to the Regional Chiefs of Contracting and
Property Management (or Center/WASO equivalent)

,

shall submit requests through the Chief,
Administrative Services Division (WASO) , and the HCA
to Director, Office of Acquisition and Property
Management, for transmittal,

b) to the Assistant Secretary, Policy, Budget and
Administration, for approval.

1409.406-3 Debarment decision

a) When there appears to be cause for debarment
(see FAR 9.406-2), the HCA is to be notified
immediately in writing, through WASO.

b) HCA, following consultation with Solicitor and
Inspector General, as appropriate, submits formal
recommendation to Director, Office of Acquisition
and Property Management.

c) Director, Office of Acquisition and Property
Management, shall make decision on debarment.

1409.407-1 Suspension decision (FAR 9.407-2)

a) When there appears to be cause for suspension
(see FAR 9.407-2), the HCA is to be notified,
immediately in writing, through WASO.

b) HCA consults Solicitor and Inspector General, as
appropriate, and submits formal recommendation to
Director, Office of Acquisition and Property
Management.
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c) Director, Office of Acquisition and Property
Management, shall make decision on suspension.

1409.503 Waiver - Organizational Conflict of Interest

a) CO submits written request to HCA through WASO.

b) Following review, HCA forwards request,

c) through Solicitor,

d) to the Director, Office of Acquisition and
Property Management.

1409.507 Contractor disagreement with CO, Re: Organizational
Conflict of Interest

a) If a prospective contractor disagrees with CO's
decision regarding an organizational conflict of
interest and requests a higher level of review, the
matter shall be referred through WASO to HCA for
submission

b) through the Solicitor

c) to the Director, Office of Acquisition and
Property Management.

1410.007 Deviations and exceptions to Federal Specifications
& Standards

a) Requests for approval of deviations shall be
submitted by the CO, in writing to the HCA, through
WASO

.

b) HCA shall approve all deviations and exceptions
to specifications and standards listed in the Index
of Federal Specifications and Standards.

c) the Director, Office of Acquisition and Property
Management shall be formally notified by the HCA of
each deviation and exception approved.

1414.103-2 Limitations to the use of sealed bidding

In addition to the requirements of FAR 14.103-2, no
awards shall be made unless the appropriate
approvals under DIAR 1401.71 have been obtained.
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1415.404 Presolicitation conferences

a) The need for a presolicitation conference is
generally justified when trying to identify
interested parties or when information beyond that
contained in the solicitation is to be provided.

b) The authority to make a determination to hold a
presolicitation conference is delegated by the Chief
of the Contracting Office to the Regional Chiefs of
Contracting and Property Management (or Center/WASO
equivalent)

.

1415.607 Disclosure of mistakes before award

The Regional Chiefs of Contracting and Property
Management (or Center/WASO equivalent) will submit
through WASO to the HCA who will make the
determination permitting proposal corrections in
accordance with FAR 15.607(c)(3) AFTER approval of
determination by Solicitor.

1415.803 Price negotiation

a) When the contractor insists on a price or
demands a profit or fee that the CO considers
unreasonable, and the CO has taken all authorized
actions to resolve the matter pursuant to
FAR 15.803, the contract action shall be referred to
HCA through WASO for final determination.

b) A determination document shall be signed by HCA
and returned to the CO for inclusion in the contract
file.

1415.804-3 Exemptions from/waiver of submission of certified
cost or pricing data

a) The Regional Chiefs of Contracting and
Property Management (or Center/WASO equivalent) as
delegated by the Chief of the Contracting Office is
authorized to approve the CO's findings supporting
the unreasonableness of the lowest price
(FAR 15.804-3(b)(2) (iii)

.

b) The Director, Office of Acquisition and Property
Management, is authorized to waive the requirement
for submission of certified cost or pricing data
(FAR 15 .804-3 ( i) ) . Such requests for waiver shall
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be submitted, in writing, through WASO to HCA and
shall contain reasons why waiver is necessary and
the efforts made to obtain the data from the
contractor or prospective contractor.

1415.805-5 Proposal analysis - field pricing support

a) As prescribed in FAR 15.805-5(0), the CO shall
initiate an audit by sending a completed form
DI-1902, Request for Audit, to the Assistant
Inspector General for Auditing, Office of Inspector
General (see DIAR 1453.215-70) through the NPS Audit
Liaison Officer, Administrative Services Division
(WASO)

.

b) Upon receipt of the audit report, CO will
discuss any questions regarding report's contents
with the cognizant auditor. If agreement cannot be
reached, CO will prepare a written statement for the
contract file which discusses the issues in question
and supports a final decision on the matter.

An information copy of the statement shall be
promptly forwarded to the Assistant Inspector
General for Auditing.

1415.808 Price negotiation memorandum

a) CO shall prepare price negotiation memorandum
pursuant to FAR 15.808 and DIAR 1415.808.

b) The price negotiation memorandum shall be signed
by the contract specialist who conducted the
negotiation and approved by the CO.

1416.203-4 Fixed-price contracts with economic price adjustment

a) An economic price adjustment clause based on
cost indices of labor or material may be used under
the conditions listed at FAR 16. 203-4 (d) after
approval by the Director, Office of Acquisition and
Property Management.

b) CO submits request for use of clause through
WASO to HCA and,

c) HCA submits request to Director, Office of
Acquisition and Property Management.
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1416.301-3 D & F's for cost-reimbursement contracts

Determinations and findings authorizing the use of a
cost-reimbursement type contract as described in
FAR 16.302 - 16.306 shall be signed by the CO after
compliance with the limitations in FAR 16.301-3 and
16.404.

1416.306 Cost-plus-fixed-fee contracts

The D & F establishing the basis for application of
the statutory limitation (see FAR 16.303(c)(2) and
15.903(d)) shall be signed by the CO and may be
combined with the D & F prescribed in FAR 16.301-3.

1416.403 Fixed-price incentive contracts

D & F's authorizing the use of fixed-price incentive
contracts as described in FAR 16.403-1 and 16.403-2
shall be signed by the CO after compliance with the
limitations in FAR 16.403(c), 16. 403-1 (c) and
16.403-2(c)

.

1416.404-1 Cost-plus-incentive-fee contracts

In accordance with DIAR 1416.301-3, D & F's
authorizing the use of a cost-plus-incentive fee
contract under FAR 16.404-1 shall be signed by the
CO after compliance with the limitations in
FAR 16.404-1 (c)

.

1416.404-2 Cost-plus-award-fee contracts

In accordance with DIAR 1416.303-3, D & F's
authorizing use of cost-plus-award- fee contract
under FAR 16.404-2 shall be signed by the CO after
compliance with the limitations in FAR 16.404-2(c).

1416.603-2 Letter contracts

HCA is authorized to extend the period for defini-
tizing a letter contract required by FAR 16. 603-2 (c)

in extreme cases where it is determined in writing
that such action is in the best interest of the
Government

.

1416.702 Basic agreements

a) Copies of basic agreements negotiated with
contractors in accordance with FAR 16.702 shall be
furnished by the CO,
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b) through the Chief, Administrative Services
Division (WASO)

c) to the HCA to

d) Director, Office of Acquisition and Property
Management, promptly after execution by the
Government

.

1417.203 Solicitations - options

Option quantities in excess of the 50 percent limit
prescribed in FAR 17.203 (g)(2) may, in unusual
circumstances, be approved by the Chief of the
Contracting Office. The documentation required by
FAR 17.205(a) shall include a written justification
( in the form of a written Determination and
Findings) to fully support the need for such action.

1417.206 Evaluation of options

The Chief of the Contracting Office, as redelegated
to the Regional Chiefs of Contracting and Property
Management (or Center/WASO equivalent), shall make
the written determination required by FAR 17.206(a).
This determination is required before use of the
solicitation.

1419.602-1 Certificate of competency & determination of
eligibility

Referrals by the CO in accordance with FAR 19.602-1
shall be approved by the Regional Chiefs of
Contracting and Property Management (or Center/WASO
equivalent) , as delegated by the Chief of the
Contracting Office, prior to submission to the
appropriate Small Business Administration Office
(SBA)

.

1419.705 Determining the need for a subcontracting plan

The determination that no subcontract possibili-
ties exist for a proposed contractual action shall
be made by the CO based on consideration of the
factors in FAR 19.705-2 and approved by the Regional
Chiefs of Contracting and Property Management (or
Center/WASO equivalent)

.
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1422.101-3 Reporting labor disputes

Potential or actual labor disputes that may
interfere with contract performance shall be
reported by the contracting activity to the
Solicitor for legal advice or assistance.

1422.101-4 Removal of items from contractor's facilities
affected by work stoppage

Prior to initiating any action under FAR 22.101-4,
for removal of items from contractor's facilities,
the CO shall obtain legal advice from the Solicitor.

1422.103-4 Overtime - approvals

The Regional Chiefs of Contracting and Property
Management (or Center/WASO equivalent), as delegated
by the Chief of the Contracting Office, are
authorized to approve the use of overtime in
accordance with the limitations in FAR 22.103-4(a).

1417.4 Leader company contracting

Use of leader company contracting for a product,
subject to the limitation in FAR 17.402, shall
require the advance authorization of the Director,
Office of Acquisition and Property Management.
Submitted by the CO, in writing, through WASO to the
HCA, the authorization requests shall document the
circumstances requiring such action.

1417.502 Interagency agreements citing the Economy Act

Interagency agreements over $150,000 which cite the
authority of the Economy Act must be approved by
HCA. All such proposed agreements shall be
submitted in duplicate to the Chief, Administrative
Services Division (WASO)

.

1417.602 Management and operating contracts

a) Assistant Secretary - Policy, Budget and
Administration, shall authorize the CO to enter
into, extend, or renew any management and operating
contract as defined in FAR 17.601 and prescribed in
FAR 17.602(a)

.
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b) Requests for authorization shall be prepared by
the CO and submitted through WASO and the HCA to the
Director, Office of Acquisition & Property
Management, for further action. The request shall
be submitted prior to solicitation for the
requirement.

c) HCA shall be responsible for conducting the
reviews required by FAR 17.602(c) and taking
required actions within the time limit prescribed.

d) CO shall request authorization under (a) above
for solicitation of offers for cost comparison
purposes under 0MB Circular A-76 (see FAR 7.304(c)).

1417.605 Award, renewal and extension

a) CO shall review each management and operating
contract, as prescribed in FAR 17.605(b), prior to
any extension or exercise of renewal option.

b) Any extension or renewal of a management and
operating contract shall first be authorized as
required in DIAR 1417.602 above.

1419.501 Acquisition screening and review form

Prior to solicitation, form DI-1886, Acquisition
Screening and Review Form, shall be completed in
accordance with the instructions on the reverse side
of the form and placed in the contract file by the
CO (see FAR 19.501(c)).

1419.505 Rejection of set-aside recommendations

a) As prescribed in FAR 19.505, the Assistant
Secretary - Policy, Budget and Administration is
authorized to reply to the Administrator of SBA on
any SBA appeal of a CO ' s set-aside recommendation.

b) A written justification in support of the CO's
decision to reject the set-aside recommendation
shall be submitted through WASO to be approved by
the HCA. It shall then be forwarded for sequential
review through the Director, Office of Small and
Disadvantaged Business Utilization, and the
Director, Office of Acquisition and Property
Management, for action by the Assistant Secretary-
Policy, Budget and Administration.
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1419.506 Withdrawal or modification of set-aside

Disagreements between the CO and the Business and
Utilization Development Specialist (BUDS) concerning
withdrawal or modifications of individual or class
set-asides shall be handled as prescribed in
FAR 19.506 and forwarded through WASO to HCA for
resolution. The National Park Service, Assistant
Director, MBE, shall be provided timely notification
of such disagreement and the recommendation of the
BUDS in order to provide assistance in resolving the
disagreement

.

1422.604-2 Walsh-Healy Public Contracts Act-regulatory
exemptions

a) Assistant Secretary-Policy, Budget, and
Administration, is authorized to request the
Secretary of Labor to exempt contracts from Walsh-
Healy Public Contracts Act under FAR 22.604-2(c).

b) A written finding justifying the exemption shall
be submitted through WASO for approval by the HCA to
the Director, Office of Acquisition and Property
Management, for further action.

1422.803 Equal employment opportunity - responsibilities

Matters involving the applicability of Executive
Order 11246 and implementing regulations of the
Secretary of Labor to an acquisition or a class of
acquisitions, shall be reduced to writing by the CO
and forwarded through WASO and the HCA to the
Director, Office of Acquisition and Property
Management

.

1422.1303 Special disabled and Vietnam era veterans - waiver

a) Assistant Secretary-Policy, Budget and
Administration is authorized to:

(1) waive any or all terms of the clause at
FAR Subpart 22.1303(a),

(2) waive any requirement in FAR Subpart 22.13 as
prescribed in FAR 22.1303(b).

b) Requests for waivers under (a) above shall be
made, in writing, by the CO and submitted through
WASO to the HCA to the Director, Office of
Acquisition and Property Management.
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1423.104 Pollution control and clean air and water-exemptions

a) Assistant Secretary-Policy/ Budget and
Administration is authorized to exempt contracts
from the requirements of FAR Subpart 23.1 under the
conditions in FAR 23.104(c).

b) Request for exemptions shall be made in writing
by the CO and forwarded through WASO and the HCA to
the Director, Office of Acquisition and Property
Management, for further action.

1423.107 Compliance responsibility-clean air & water

Conditions involving noncompliance with clean air or
water standards in facilities used in performing
nonexempt contracts shall be reported in writing by
the CO through WASO to the HCA for transmittal
directly to EPA in compliance with FAR 23.107. A
copy of the report shall be promptly forwarded to
Director, Office of Acquisition and Property
Management

.

1425.102 Buy-American Act (Supplies)

a) Assistant Secretary - Policy, Budget and
Administration shall make the determinations
prescribed in FAR 25.102(a)(2) and (a)(3).

b) Director, Office of Acquisition and Property
Management, shall make the determination prescribed
in FAR 25.102(a)(4) in accordance with the
procedures in DIAR 1425.108.

c) Determinations under (a) and (b) above shall be
prepared by the CO and submitted through WASO to the
HCA to the Director, Office of Acquisition and
Property Management, for further action.

1425.105 Evaluating offers (Buy American Act)

a) In unusual circumstances, the Assistant
Secretary-Policy, Budget and Administration may
determine to use evaluation differentials other than
those prescribed in FAR 25.105 for a particular
acquisition.
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b) Requests for use of other evaluation
differentials shall be submitted by the CO through
WASO to the HCA to Director, Office of Acquisition
and Property Management, for further action.

1425.108 Excepted articles, materials, and supplies (Buy
American Act)

a) Determinations for additional articles,
materials, and supplies not included in the list
under FAR 25.108(d) shall be made by the Director,
Office of Acquisition and Property Management.

b) Determinations shall be prepared by the CO and
submitted through WASO and the HCA for approval.

1425.202 Buy American Act-Construction Materials

a) Assistant Secretary-Policy, Budget and
Administration shall make determinations prescribed
in FAR 25.202(a)(2) and FAR 25.203(a).

b) Director, Office of Acquisition and Property
Management, will make the determination prescribed
in FAR 25.202(a)(3) in accordance with the
procedures in DIAR 1425.108.

c) Determinations under (a) above shall be prepared
by the CO and submitted through WASO to the HCA to
Director, Office of Acquisition and Property
Management, for further action.

1425.3 Balance of Payments Program

a) Director, Office of Acquisition and Property
Management, shall make determinations prescribed in
FAR 25.302(b)(3) and FAR 25.304(c), and may
authorize differentials greater than 50 percent as
prescribed in FAR 25.302(c).

b) Determinations shall be prepared by the CO and
submitted through WASO to the HCA to the Director,
Office of Acquisition and Property Management, for
further action.

1425.9 Restrictions on certain foreign purchases-exceptions

a) Assistant Secretary-Policy, Budget and
Administration, shall make the required
determinations

.
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b) Determination under (a) above shall be prepared
by the CO pursuant to FAR 25.904, and submitted
through WASO to the HCA, then to the Director,
Office of Acquisition and Property Management, for
further action.

c) Report required by FAR 25.903(b) shall be
prepared and forwarded by Office of Acquisition and
Property Management

.

1429.101 Resolving tax problems

Contract tax problems or questions shall be referred
by the CO to the Solicitor for assistance.

1429.303 Application of state and local taxes to Government
contractors and subcontractors

a) Contractors to be treated as agents of the
Government for the purposes set forth in FAR
29.303(a) shall require the written review and
approval of the Assistant Secretary-Policy, Budget
and Administration.

b) Requests for approval shall be submitted by the
CO through WASO to the HCA through the Solicitor to
the Director, Office of Acquisition and Property
Management, for further action.

1430.304 CAS contract requirements-waiver

a) Director, Office of Acquisition & Property
Management, is authorized to waive CASB requirements
as prescribed in FAR 30.304(c).

b) Requests for waivers shall be prepared by the CO
as prescribed in FAR 30.304(a) and submitted through
WASO to the HCA for submittal to the Director,
Office of Acquisition and Property Management.

1432.102 Authorization of progress payments

Progress payments based on the percentage or stage
of completion ( for other than construction projects )

are to be approved by the Regional Chiefs of
Contracting and Property Management (or Center/WASO
equivalent) as delegated by the Chief of the
Contracting Office.
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1432.304-2 Loan guarantee for defense production-certification
of eligibility

a) Assistant Secretary-Policy, Budget and
Administration, shall authorize guaranteed loan
appl ications

.

b) Applications for loan guarantees and COs'
certificates of eligibility shall be submitted
through WASO to the HCA to the Director, Office of
Acquisition & Property Management.

1432.402 Advance payments

Except for contracts excluded under DIAR 1432.402(b)
and 1432.404, the Chief, Division of Acquisition and
Grants, Office of Acquisition and Property Manage-
ment, is authorized to approve D & F's and contract
terms for advance payments as prescribed in FAR
Subpart 32.4. The CO submits the D & F through WASO
to the HCA. The HCA then submits to the Chief,
Division of Acquisition & Grants, Office of
Acquisition & Property Management.

1432.502-2 Progress payments based on costs-contract finance
office clearance

a) CO shall submit request through WASO to obtain
the approval of the HCA before providing a progress
payment rate higher than the customary rates
prescribed in FAR 32.501-1.

b) For deviations, CO shall obtain approval as
prescribed in DIAR 1401.403.

c) CO shall obtain approval of the servicing finance
office for the contract before taking the action in
FAR 32.502-2.

1433.1 Protests

All communications and submissions between the
Assistant Solicitor for Procurement and Grants and
the Contracting Office shall be transmitted through
the Administrative Services Division (WASO)

.

Release No. 1 January 1986



ACQUISITION GUIDELINE
NPS-62 Chapter 3

Acquisition Review and Approval Levels Page 21

1433.104(d) Protests Before Award

If a protest before award has been lodged directly
with GAO and the CO determines in writing that it is
necessary to make an award under the circumstances
in FAR 33.104(b)(1), such determination must be made
after obtaining the advice of the Assistant
Solicitor for Procurement and Patents, and may be
exercised only after obtaining approval of the HCA.
Determinations must be transmitted through the
Administrative Services Division (WASO)

.

1433.203 Disputes and Appeals

a) Assistant Secretary—Policy, Budget and
Administration shall make the determination
prescribed under FAR 33.203(b).

b) Determinations under (a) above shall be
submitted by the CO through WASO to the HCA to the
Director, Office of Acquisition and Property
Management, for further action.

1433.003-70 Interior Board of Contract Appeals

Interior Board of Contract Appeals is authorized by
the Secretary to consider and determine appeals from
decisions of a CO arising under a contract.

1435.003 Research and Development contracting

Cost sharing under an R & D contract shall only be
used after the D & F's prescribed in DIAR 1416.301-3
have been approved.

1436.209 Construction and A & E contracts

a) As required by FAR 36.209, no contract for
construction of a project shall be awarded to a firm
that designed the project or its affiliates without
written approval of the Director, Office of
Acquisition and Property Management.

b) Requests for approval shall be made by the CO
through WASO to HCA and the Solicitor to the
Director, Office of Acquisition and Property
Management.
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1436.602 A & E Selection

The selection report and recommendation of the A & E
selection board is to be approved by the Chief of
Contract Administration, DSC. The Regions/Centers
shall submit selection reports to DSC when the
prospective A & E contract is estimated to exceed
$10,000.

1437.102 Service contracts-general

Service contracts in excess of $500,000 shall be
reviewed and approved by the Chief of the
Contracting Office prior to contract award.
Complete contract files shall be submitted to the
Chief of the Contracting Office, Acquisition and
Assistance Systems Branch (WASO)

.

1437.103 Service contracts

All personal services contracts shall be reviewed by
the Solicitor before award, as required by
DIAR 1401.7101-2.

1437.205(b) Consulting services

Approval levels for consulting service contracts are
contained in Part 365, Chapter 1.9 of the
Departmental Manual and Appendix 1 thereto.

1442.2 Assignment and retention of contract administration

a) HCA is authorized to perform review and make
decisions on withholding functions.

b) Request for approval shall be submitted by the
CO through WASO to the HCA.

1445.302-1 Government property-providing facilities

a) HCA is authorized to make determinations for
providing facilities to a contractor.

b) Request for approval shall be submitted by the
CO through WASO to the HCA.

1445.403 Contractor use & rental of Government property

a) HCA is authorized to make determinations
charging rent.
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b) Request for approval shall be submitted by the
CO through WASO to the HCA.

1445.407 Non-Government use of plant equipment

a) Director, Office of Acquisition and Property
Management, is authorized to approve the
non-Government use of plant equipment.

b) Request for approval shall be submitted by the
CO through WASO to the HCA.

1445.608-6 Screening of contractor inventory - waiver

a) Director, Office of Acquisition and Property
Management, is authorized to waive screening
requirements as prescribed in FAR 45.608-6.

b) Requests for waiver shall be submitted by the CO
through WASO to the HCA.

1445.610-2 Exemption from sale by GSA of surplus contractor
inventory

a) Assistant Secretary-Policy, Budget and
Administration, is authorized to make exceptions.

b) Requests for exceptions shall be submitted by
the CO through WASO to the HCA to the Director,
Office of Acquisition and Property Management.

1446.704 Approval for use of warranties

The Regional Chiefs of Contracting and Property
Management (or Center/WASO equivalent) , are
authorized to approve the use of warranties as
delegated by the Chief of the Contracting Office.

1448.102 Value Engineering

a) Director, Office of Acquisition and Property
Management, is authorized to make the determination
to extend sharing base of value engineering change
proposals (VECP)

.

b) HCA is authorized to extend the sharing base of
a VECP to include the entire contracting activity or
any part of it.
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c) Requests for determinations under (a) and (b)

above shall be submitted by the CO through WASO to
the HCA. Request under (a) above shall be forwarded
from the HCA to the Director, Office of Acquisition
and Property Management.

1449.106 Termination of contracts-fraud or criminal conduct

a) Whenever fraud related to the settlement of a
terminated contract is suspected, the CO shall
prepare a report of the facts and discontinue
negotiations. The CO will submit the report through
WASO to the HCA who will forward it to the Assistant
Inspector General for Investigation. A copy will
also be submitted to the Director, Office of
Acquisition and Property Management.

b) Depending upon the outcome and findings of the
Assistant Inspector General, the HCA may initiate
suspension or debarment actions.

1449.111 Review of proposed settlements

a) All proposed settlement agreements shall be
reviewed by the Solicitor and approved at a level
higher than the CO. Settlement agreements of
$250,000 or more shall be approved by the HCA.

b) Request for approval shall be submitted by the
CO through WASO to the HCA.

1450.103 Extraordinary contract actions-deviations

a) Assistant Secretary-Policy, Budget and
Administration shall approve deviations to
FAR Part 50.

b) Requests for deviations shall be submitted by
the CO through WASO to the HCA to the Director,
Office of Acquisition and Property Management.

1450.305 Processing contract adjustment cases

a) CO shall prepare written report and submit to
the Solicitor.

b) Solicitor reviews and submits to HCA through
WASO

.
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c) HCA submits to the Director, Office of
Acquisition and Property Management.

1450.403-2 Action on indemnification request for unusually
hazardous or nuclear risks

a) CO prepares written report and a memorandum of
decision for signature of Secretary of the Interior,

b) Report must be approved by the Solicitor.

c) After approval it is submitted to the HCA
through WASO,

d) HCA submits to the Director, Office of
Acquisition and Property Management,

e) to the Assistant Secretary-Policy, Budget and
Administration, who submits to the Secretary of the
Interior.

1453.103 Exemptions to standard forms

Requests for exemptions to standard forms must
receive GSA approval. Requests should be initiated
on a SF-152, Request for Clearance, Procurement, or
Cancellation of Standard and Optional Forms, and
sent through the Regional Chief, Contracting and
Property Management (or Center/WASO equivalent),
through WASO and the HCA for submission to the
Director, Office of Acquisition and Property
Management.
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SOURCE EVALUATION AND SELECTION PROCEDURES

General

This Chapter establishes NPS policies and procedures for the
source evaluation and selection processes in competitive
negotiated acquisitions.

Applicability

FAR Subpart 15.6 and this Chapter apply to all competitive
negotiated procurements in excess of $25,000 except architect-
engineering services which are covered in DIAR 1436.6.

Policy

NPS personnel shall conduct source evaluation and selection in
accordance with this Chapter to ensure fair and impartial
treatment of all offerors.

Responsibilities and Duties

In addition to those cited in FAR 15.604, the following
responsibilities and duties are assigned:

1. Source Selection Official. The Source Selection Official
(SSO), generally the Contracting Officer, is the official
responsible for overall management of the source selection
process. Duties of the SSO include appointing the members and
chairpersons of the Source Evaluation Board, the Technical
Evaluation Panel, and the Business Evaluation Panel, and approving
the solicitation document, including any amendments. The SSO
approves the competitive range decision and makes the source
selection decision.

2. Source Evaluation Board. The Source Evaluation Board (SEB)
consists of a chairperson who is responsible for all of the
procedural and administrative aspects of the SEB, and other
specialists, e.g., technical procurement, and financial, as may be
deemed appropriate by the SSO.

3. Technical Evaluation Panel. The Technical Evaluation Panel
(TEP) is composed of a group of specialists who develop the
evaluation criteria and the Statement of Work for the solicitation
and perform the technical evaluation of offers. All members of
the TEP must review all proposals initially submitted in response
to a solicitation. Only individuals v/ho evaluated initial
proposals may evaluate revised proposals submitted after a
determination of the competitive range.
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4. Business Evaluation Panel. The Business Evaluation Panel
(BEP) , generally the Contract Specialist, reviews the
solicitation, evaluation criteria and Statement of Work from a
business perspective, evaluates the business and contractual
aspects of the offerors' business proposals, and considers other
factors such as responsibility of the offerors.

Personal Conflicts of Interest

Only regular or special Government employees of NPS, DOI , or,
where appropriate, other Federal Government agencies, may
participate in the evaluation and selection process. (Reference:
"Federal Advisory Committee Act," 5 U.S.C. Appendix I.)

Each NPS employee (including special employees), engaged in source
evaluation and selection, is required to be familiar with the
provisions of 43 CFR, Parts 7 and 20 regarding personal conflicts
of interest. The employee shall inform the SSO in writing if
his/her participation in the source evaluation and selection
process could be interpreted as a possible or apparent conflict of
interest. The SSO shall relieve any employee who has a conflict
of interest of further duties in connection with the evaluation
and selection process.

Evaluation Factors

The evaluation factors that will be considered in making the
source selection and their relative importance shall be included
in "Evaluation Factors for Award," in each solicitation. This
technical evaluation criteria should be prepared in accordance
with FAR 15.605.

Proposal Evaluation

The initial technical evaluations of proposals shall be conducted
in accordance with the following procedures:

1. Scoring Plan. The evaluation of technical proposals shall be
done through the utilization of a pre-established scoring plan
(illustrated below) consisting of narrative qualitative
descriptions to which numerical values have been assigned. These
values shall be applied against the weight assigned to each
technical evaluation criterion and subcriterion set forth in the
solicitation. The scoring plan values are expressed on a scale of
zero through five; each value, except "0" and "3.0," represents a
multiple of 20 percent which is to be used in determining the
technical score. These two exceptions (0 and 3.0) occur because
zero receives absolutely no credit, and 3.0 is the exact median of
the values 1-5 and represents a flat 50 percent.
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For example, a value of "4" applied to a particular technical
evaluation criterion whose weight is 30, would result in a

technical score of 24. Note that the scoring plan values used in
technical proposal evaluation shall be limited to those
established in the scoring plan.

Scoring Plan
Value Descriptive Statement

The element is not addressed, or is totally deficient and
without merit.

1 The element is addressed but contains deficiencies that can be
corrected only by major or significant changes to relevant
portions of the proposal.

2 Clarification is required. Final scoring of the element will
be made following limited discussions or full negotiations, if
discussions or negotiations are held with the offeror.

3 The proposal element is adequate. Overall it meets
specifications. However, comments should be made on any perceived
weaknesses or on areas in which an offeror could improve.

4 The proposal element is good with some superior features.

5 The proposal is superior in most features.

2. Ranking. The assignment of numerical scores to a technical
proposal establishes the relative rank of that proposal with
respect to those of other offerors. The use of pre-established
cut-off scores to determine the competitive range or the source to
be selected is prohibited. Each member of the TEP shall
independently evaluate and score each offer. The TEP Chairperson
shall develop, with the concurrence of the other TEP members, a
concensus opinion of the individual scores, by evaluation factor
assigned to each offer. The TEP members' scores will then be
totaled and then an average computed among the panel members.
Please note that the averaging of the individual TEP member's
scores to arrive at an overall panel score, prior to attaining a
consensus on the individual evaluation criteria is prohibited.

3. Technical and business evaluation reports of initial offers.
The TEP and BEP (if the BEP is not the Contract Specialist) shall
deliver their respective reports to the Contract Specialist at the
completion of the evaluation of initial offers.
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a) The TEP report shall include:

1) A detailed scoring of each offer received and a narrative
summary of facts and findings of significant strengths,
weaknesses, and risks associated with each offer. The
narrative summary and the score must be consistent. All score
sheets prepared by individual panel members must be attached to
the report.

2) Any interrogatories the Contract Specialist should submit to
offerors to clarify their technical proposals. The Contract
Specialist may review the technical proposals and TEP
evaluation and submit any additional interrogatories deemed
appropriate

.

b) The BEP report shall include:

1) A preliminary cost evaluation of each offeror's cost
proposal. The evaluation may include worksheets or a formal
narrative pointing out cost elements which appear unreasonable
or questionable. For level of effort contracts, the evaluation
shall compare proposed costs with the cost standards specified
in the solicitation (e.g., man-hours per labor category).

2) A discussion of any factors which might prevent award to an
offeror (e.g., appearance on a debarred/suspended list).

c) Both the TEP and BEP reports shall also include:

1) A statement that the respective panel members are free from
actual or potential personal conflicts of interest.

2) Any information which might reveal that an offeror has an
actual or potential organizational conflict of interest.

4. Supplemental technical and business evaluation reports and
subsequent competitive range determination. The Project Officer
shall deliver a supplemental TEP report to the Contract Specialist
at the completion of evaluation of revised proposals and prior to
final selection. The supplemental report shall include, for each
offeror in the competitive range:

a) A discussion of whether or not the offerors' cost proposals
adequately reflect their technical proposals and the requirements
of the solicitation.
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b) A summary evaluation of the technical aspects of each
offeror's record of recent or current performance. The evaluation
of past performance includes an analysis of the offeror's previous
efforts to provide work of a high quality in a timely,
cost-efficient manner. However, past performance is not a
criterion to be scored. Where the offeror is known to have
performed contracts for NPS and for other Government agencies for
comparable work, those agencies should be contacted for a record
of past performance and the Contracting Officer contacted for a
record of past performance in NPS contracts

.

c) Any changes to the initial technical evaluation scores and a
narrative evaluation based on discussions or negotiations and the
revised technical proposal. All revised score sheets by each
panel member must be included.

5. The Contract Specialist or the BEP (as applicable) shall
prepare and submit a supplemental BEP report at the completion of
the evaluation. The BEP shall deliver a supplemental BEP report
to the Contract Specialist at the completion of evaluation of
revised proposals and prior to final selection. The supplemental
report shall include, for each offeror in the competitive range:

a) A detailed cost analysis of the business proposal (as
applicable) . NOTE: The following definitions of cost and pricing
data apply:

1) Certified cost or pricing data are required in a relatively
few instances in awards of $25,000 to $100,000. (See FAR
Subpart 15.804 for applicablity of certified cost or pricing
data)

.

2) Submission of certified cost or pricing data can be waived
under the circumstances itemized in FAR Subpart 15.804-3 and
DIAR 1415 .804-3 (b) . Requests for waiver submitted under
DIAR 1415. 804-3 (b) shall be submitted in writing to the HCA
through the Chief, Administrative Services Division (WASO)

.

HCA will transmit to the Director, Office of Acquisition and
Property Management.

b) An evaluation of the offeror's subcontracting program as it
relates to small businesses, labor surplus area concerns, and
socially and economically disadvantaged business enterprises.
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c) An evaluation of the offeror's record of performance under
prior NPS contracts as it relates to timely performance, history
of cost control, requests for changes, and quality of the end
product

.

Where the offeror is known to have performed contracts with other
Government agencies for comparable work, the BPE should contact
those agencies for a record of past performance.

d) An evaluation of those business elements submitted with each
proposal which could lead to a determination of nonresponsibility
by the Contracting Officer.

6. Characteristics of Price Analysis

Price Analysis Includes:

a) Comparison of competitive price quotations.

b) Comparison of prior quotations and contract prices with current
quotations for the same or similar end-items.

c) Use of rough yardsticks or parametric relationships such as
dollars per pound, per horsepower, or other units to point out
apparent gross inconsistencies.

d) Comparison of prices or published price lists and published
market prices of commodities, together with discount or rebate
schedules

.

e) Comparison of proposed prices with independent estimates of
cost developed within the purchasing office.

7. Characteristics of Cost Analysis

a) Cost analysis includes verification of cost data, evaluation of
specific elements of cost and projection of these data. Cost
analysis looks into such factors as:

1) Necessity of certain costs.

2) Reasonableness of amounts estimated for necessary costs.

3) Extent of uncertainties involved in contract performance and
realism of any allowances for contingencies.

4) Basis for allocation of overhead costs.

5) Appropriateness of allocations of particular overhead costs
to the contract

.
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b) When the necessary data are available, a contractor or
offeror's estimated costs may be compared with:

1) actual cost incurred previously;

2) last prior estimate, or series of prior estimates,
for the same or similar items;

3) current estimates from other offerors; and

4) prior estimates or historical costs of other companies
for the same or similar works.

Safeguarding information

The following procedures are prescribed for protecting source
selection information.

1. Offeror's identities, offer contents, and prices shall be
treated with the utmost discretion to avoid compromising the
evaluation results or giving any offeror an unfair competitive
advantage. Any questions regarding the receipt and distribution
of offers, status of the proceedings, or other matters shall be
referred to the Contracting Officer or designated Contract
Specialist

.

2. After receipt of proposals, the Contract Specialist shall
serially number all proposal copies received, distribute the
required number of proposal copies to the TEP and BEP (as
applicable) and be responsible for the collection and final
disposal of proposal copies. Prior to distributing the proposals,
the Contract Specialist shall have the TEP and the BEP complete
nondisclosure agreements similar to that contained in Exhibit 1

.

The panel Chairpersons shall maintain a log of proposal
distribution within the TEP and to the BEP. The Contract
Specialist shall destroy all excess copies of proposals in a
timely manner. The original copy of each unsuccessful proposal
should be retained by the Contract Specialist as a reference in
conducting debriefings. A minimum of two copies of the successful
proposal should be retained (contract file copy/Contracting
Officer's Technical Representative file copy) for reference in
administering the contract. Final disposition of the file shall
be accomplished in accordance with FAR Subpart 4.8 and
DIAR 1415.413-70.
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Competitive range

The Contract Specialist shall prepare the determination of the
competitive range for the subsequent approval of the SSO. Where
there is reasonable doubt regarding the inclusion of a particular
offer within the competitive range, that doubt should be resolved
in favor of inclusion. All determinations must be completely
documented to support the competitive range decision.

When only one offeror is determined to be in the competitive
range, the Contracting Officer shall review the solicitation
document to assure that it did not unduly restrict competition.
The competitive range determination shall include the Contracting
Officer's determination that the solicitation is not restrictive.
The determination shall include a discussion of the relevant
aspects of the solicitation.

Limited discussions vs. full negotiations

To satisfy its varying procurement needs, NPS encourages the
Contract Specialist to suit the selection process employed to the
circumstances of the procurement. Factors which influence the
process include the number of proposals and relative closeness of
technical scores and cost.

After determination of the competitive range, the Contract
Specialist may proceed with limited cost/ full technical
discussions with the firms in the competitive range, generally
through interrogatories, and final in-depth negotiations with one
or more firm(s) comprising the competitive range; or a variation
of these two approaches as the circumstances of the procurement
dictate. Regardless of which selection process is used, the
Contract Specialist is encouraged to raise cost questions as early
as possible and not defer them to final negotiations.
Discussions/negotiations with contractors in the competitive range
shall include questions on past performance (Government and
non-Government) that was less than satisfactory. Information on
past performance may be obtained from programmatic personnel who
have served as Contracting Officers Technical Representatives on
relevant contracts, and/or from the contractor performance
evaluations maintained by the various procurement and contracting
offices.

Best and final offers

The Contract Specialist shall establish a common cut-off date for
receipt of revised proposals and/or confirmation of negotiations
(best and final offers) upon completion of limited discussions or
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full negotiations. The Contract Specialist shall prepare a price
negotiation memorandum pursuant to DIAR 1415.808, to be signed by
the Contracting Officer.

Formal source selection

1. Responsibilities for evaluation and selection. The SSO shall
appoint the SEB, TEP and BEP members prior to issuance of the
solicitation to allow the members to participate in the
development and review of the solicitation document. Appointments
should be recommended in the source selection plan prepared by the
Contracting Officer in accordance with
FAR 15.612(c)

.

2. Source Evaluation Board Report. In procurements where an SEB
is convened, the SEB shall provide the SSO with a report on its
findings. The report shall be submitted after completion of
discussions or full negotiations, depending on the source
selection method employed and shall include:

a) a description of the acquisition;

b) a summary of the significant strengths, weaknesses, and risks
associated with each offer still in the competitive range (this
summary shall generally be an independent assessment of the facts
and findings appearing in the TEP and BEP reports) and
recommendations for selection; and

c) a statement that the SEB members are free from actual or
potential personal conflicts of interest.

3. Source selection. The Contract Specialist shall prepare the
source selection decision for the SSO's (Contracting Officer's)
subsequent approval. The decision shall document the
consideration given to price or cost, technical merit and other
factors contained in the solicitation. These other factors (e.g.,
record of prior performance, the offeror's subcontracting plan,
etc.) may be used as the unscored discriminating elements for
determining the selection of a source between two otherwise
substantially equal offers from both a cost and technical
standpoint.

4. Documentation. When the contractual action is expected to
exceed $2,000,000 complete documentation supporting the selection
shall be submitted to the HCA. The HCA may request an oral
briefing by the SEB prior to approving the selection decision.
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NON-DISCLOSURE AGREEMENT

I, THE UNDERSIGNED DO SOLEMNLY SWEAR (OR AFFIRM) THAT I WILL NOT
DIVULGE DATA OR INFORMATION (COST OR TECHNICAL) WITHIN ANY
OFFEROR'S PROPOSAL SUBMITTED IN RESPONSE TO NPS RFP NO.
RFP- , TO ANY UNAUTHORIZED PERSON FOR ANY PURPOSE. NEITHER
WILL I DIVULGE DIRECTLY OR INDIRECTLY ANY OTHER DATA RELATIVE TO
THIS PROCUREMENT TO ANY UNAUTHORIZED PERSON FOR ANY PURPOSE.

I UNDERSTAND THAT AUTHORI ZED PERSONS REFERS ONLY TO PERSONS
ASSIGNED BY NPS OR DOI TO PARTICIPATE IN THE EVALUATION OF THE
PROPOSALS RECEIVED IN RESPONSE TO THE ABOVE MENTIONED RFP, OR
DIRECTLY IN THE LINE OF MANAGEMENT OVER THIS PROJECT, REQUIRING
ACCESS TO THE DATA.

I AM AWARE THAT THE UNAUTHORIZED USE OR DISCLOSURE OF INFORMATION
MAY BE A VIOLATION OF FEDERAL CRIMINAL LAW PUNISHABLE BY A FINE OR
IMPRISONMENT, OR BOTH.

Signed:

Date:

Organization:

Release No. 1 January 1986



ACQUISITION GUIDELINE
NPS-62 Chapter 5

Page 1

JUSTIFICATION FOR NONCOMPETITIVE PROCUREMENT

Background

When contracting from only one responsible source is necessary and
authorized in accordance with the Federal Acquisition Regulations
(FAR), a justification documenting the use of other than full and
open competition will be required. This documentation is referred
to as the "Justification for Noncompetitive Procurement" (JNCP)

.

The supporting data included in the JNCP is the responsibility of
the program personnel and should be supplied to the Contracting
Officer along with the DI-1 for the requirement. The conduct of a
market search by the Contracting Officer must be accomplished to
confirm or negate the sole source claim.

Responsibilities

1. The requesting program is responsible for preparing a
justification for noncompetitive procurement (JNCP) when
requesting to contract from only one source. The requesting
program must include the JNCP with the DI-1 requisition package
submitted to the contracting office.

2. The Contracting Officer is responsible for evaluating the
validity of the JNCP and conducting a market search by publishing
a sources-sought synopsis in the Commerce Business Daily (or
justifying why publication was precluded) . The Contracting
Officer is responsible for obtaining higher level appproval as
required by the FAR and DIAR. The Contracting Officer is
responsible for ensuring that this documentation is included in
the permanent contract file.

3. The Chief, Administrative Services Division (WASO) is the
appointed Competition Advocate for the NPS and must review and
approve proposed sole source acquisitions in excess of $100,000.
In addition, the Chief, Administrative Services Division, is
responsible for reviewing the JNCP contained in the contract file
when performing Procurement and Property Management Reviews to
assure compliance with this requirement.

Preparation

Preparation of the JNCP.

1 .The JNCP shall be so titled and shall explain the circumstances
which make full and open competition impracticable. The JNCP
shall:
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a) identify the problem, mission deficiency, or need that the
contract is intended to satisfy;

b) provide evidence supporting the action and evidence that the
requirement satisfies (without exceeding) the Government's minimum
needs;

c) provide the facts supporting the citation of one or more
of the circumstances/ authorities set forth in FAR Part 6 which
permit the use of other than full and open competition;

d) demonstrate how the initiator knows that the proposed
contractor is the only one that can satisfy the Government's
minimum requirements (including the unique qualifications of the
proposed contractor);

e) describe the market survey that was conducted, including
whether a sources- sought synopsis or advance notice inviting
competition was publicized in the Commerce Business Daily (CBD);

f) if applicable, describe the reasons why a market survey could
not be undertaken in connection v/ith an unsolicited proposal;

g) describe other efforts made to ensure that offers were
solicited from as many potential sources as practicable;

h) identify any other supporting facts; and

i) provide a determination by the Contracting Officer that,
however limited the competition, the anticipated cost will be fair
and reasonable

.

2 . Each JNCP shall reflect the degree of consideration that has
been given to other sources in the particular field and the
reasons they lack the capability that the proposed contractor
evidences. The following questions represent factors that should
be considered and documented in the JNCP:

a) What unique capability applicable to the specific effort does
the proposed contractor have which is essential to satisfaction of
the Government's minimum requirements?

b) Is the effort a continuation of a previous effort performed by
the proposed contractor; and to what degree is such previous
effort critical to the current acquisition? Such questions as the
following should be considered and addressed if pertinent:
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(1) Is the added effort a minor supplement to a completed project
requirement? Of what significance is this fact?

(2) Is the added effort a major supplement to a completed project
requirement? Of what significance is this fact?

(3) Is the added effort essential to the continuing project
requirement? Of what significance is this fact?

c) Does the proposed contractor have exclusive access to
personnel who are considered preeminent experts in the particular
fields necessary to perform the work? If so, identify the
expert (s) and the basis for the person's or persons' expertise.

d) What facilities, equipment, or data does the proposed
contractor have which are specialized, vital to the effort, and
which no other company can provide? Can the Government furnish
such resources as equipment or data?

e) Is urgency the basis for JNCP? Urgency means that the need is
so unusual and compelling that the Government would be injured
financially or otherwise if the property or services to be
acquired were not furnished by a certain time. There may be valid
reasons for obtaining required goods or services on an urgent
basis, and although there may be other firms capable of delivering
the required goods or services, no other firm could deliver within
the required performance period, even if expedited competitive
procedures were employed. Explain the circumstances that led to
the need for an urgent contractual action. Explain why the
requirement could not have been processed in sufficient time to
permit competition on an expedited basis and how it is known that
only one firm is capable of timely performance. (When a market
survey has been conducted, provide details) . It should be noted
that the existence of legislation, court order, or Presidential
mandate is not, of itself, a sufficient basis for contracting
through the use of other than full and open competition, nor are
administrative deadlines. However, the circumstances which have
necessitated legislation, court order, or Presidential mandate may
justify contractual action on an expedited basis using other than
full and open competitive methods.

f) If the basis for the JNCP is an unsolicited proposal,
FAR 15.507 provides criteria for justification.
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Limitation

Contracting without full and open competition cannot be justified
because of a lack of advance planning or expiration of funds. In
addition, the following factors, according to decisions of the
Comptroller General, cannot be used to justify other than full and
open competition:

1. the proposed organization is either a nonprofit organization,
a tax exempt entity, or a volunteer citizens group; or

2. the proposed organization has a large price advantage and it
is believed that there is little or no willingness in the market
to supply competitive offers.

Justifications for Procurement Over $1,000 But Not Exceeding
$10,000

The justification for noncompetitive purchases estimated to be
over $1,000 but not to exceed $10,000 shall be in the form of a
brief statement on, or attached to, the DI-1 requisition.

Review and Approval of the JNCP

The review and approval of JNCP's for requirements exceeding
$10,000 but less than $100,000 shall be conducted at a level above
the Contracting Officer (with the Personnel Classification 1102
series) . The review shall assess the quality of consideration
given the factors discussed above and approval shall be based upon
the validity of the justification offered in support of the
proposal to contract on an other than full and open competition
basis.

The review and approval of JNCP's for requirements of $100,000 up
to $999,999 must be obtained from the NPS Competition Advocate,
Chief, Administrative Services Division (WASO) . The review and
approval of JNCP's for requirements of $1,000,000 to $9,999,999
must be obtained from the Head of the Contracting Activity.
Requirements over $10,000,000 must be submitted to the Department
Competition Advocate as transmitted through the Administrative
Services Division (WASO)

.
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ADP ACQUISITION

Background

The process of ADP Acquisition in the Federal Service differs from
other supply and/or service contracts.

The primary difference deals with the fact that under the "Brooks
Bill," PL 89-306, the acquisition of all ADPE for the Federal
Government resides with the GSA. Naturally to be administratively
manageable the specific delegation of ADP procurement authority
has been delegated from the GSA to the various Federal Agencies
within certain dollar thresholds.

As a result of the ADP delegation of procurement authority,
various administrative manuals, directives, and NPS directives
have been instituted to assist in the proper presentation,
justification and actual acquisition of ADP hardware, software and
services

.

In addition, the Federal Information Resources Management
Regulation (FIRMR), 41 CFR 201, has been published consolidating
and superseding ADP acquisition regulations previously addressed
in Federal Procurement Regulation (FPR), Subpart 1-4 and Federal
Property Management Regulation (FPMR) , Subparts 101-35 and 36.

General

This Guideline supersedes and renders obsolete Special
Directive 83-5, Revision 1, dated February 7, 1984. This
Guideline covers in detail the justification and documentation
necessary to support an ADP acquisition and establishes policies
and procedures for ADP acquisition which will allow the Service to
continue its progress in automating operations and yet control,
enforce, and monitor compliance with the applicable regulations.
It is anticipated that this Chapter of the Guideline will stay in
effect until issuance of the NPS ADP/Servicewide contract
(NPS/MIS, scheduled for award late in calendar year 1986) .

Policy

All requirements for ADP equipment, software, and services must be
justified in accordance with the requirements of Exhibit 1 to this
Chapter (the degree of detail will be commensurate with the
complexity/scope of the requirement and the expected cost) . In
addition, noncompetitive requirements exceeding $10,000 and
competitive requirements exceeding $50,000 must be submitted
through appropriate channels to the Chief, Administrative Services
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Division (WASO), for subsequent review and approval. This
requirement includes ADP equipment rental and lease as well as
purchase. GSA and/or Departmental approval is required in
addition to WASO review and approval when the requirement meets/
exceeds the thresholds set by 306 DM 4.4 and FIRMR 201-32.
Purchases of ADP supplies are exempt from this requirement.
Authority for the acquisition of maintenance support services not
in excess of $50,000 sole source and $200,000 competitive is
vested in the Regional Office.

Responsibilities

1

.

The program manager is responsible for preparing a DI-1
requisition, including the required supporting documentation
identified in Exhibit 1 of this Chapter, and submitting it through
the Regional Director (or WASO/Center equivalent) to the Chief,
Administrative Services Division (WASO) . Within 7 days of
installation of the procured item(s), the program office is
responsible for submitting an equipment inventory form as
appropriate, no matter what the cost.

2. The Chief, Administrative Services Division (WASO) , is
responsible for receiving and reviewing the ADP requirements and
coordinating with the Information and Data Systems Division. A
person knowledgeable of contracting procedures will represent the
Division in the review and will take the lead in reviewing the
proposed method of procurement. The Chief, Administrative Ser-
vices Division (WASO) is responsible for ensuring the adequacy of
the request and its conformance with applicable regulations and
delegating authority to acquire the ADP equipment, software or
service to the Regional or Center Contracting Officer or the
Chief, Branch of Procurement (WASO) , as determined appropriate.
Authority to acquire ADP equipment, software or service cannot be
delegated further.

3. The Chief, Information and Data Systems Division, has been
designated the ADP Manager and, as such, is responsible for the
Servicewide ADP program in accordance with the Interior Depart-
mental Manual, Section 306 DM 4. The responsibilities of the ADP
Manager include (but are not limited to) assuring the effective
management of the Service's ADP resources and developing and
assuring that ADP requests conform with ADP Advance Acquisition
Plans. For specific acquisition requests, the Division will be
responsible for searching excess property, recommending alterna-
tive ADP resources (including DOI General Purpose Computer
Centers, as appropriate), assuring Bureau conformance with FIPS
and NPS standards, determining applicablity of Privacy Act
requirements, etc. In addition, the Chief, Information and Data
Systems Division, is responsible for reviev/ing the ADP acquisition
request for consistency with the information management philosophy
adopted by the Service.
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4. The Regional Director, Center Manager (or appropriate
Assistant/Associate Director for WASO) is responsible for
reviewing the proposed ADP acquisition from the program manage-
ment perspective. This individual is responsible for identifying
and denying inappropriate or excessive requests.

5. The Regional or Center Contracting Officer (or the Chief,
Branch of Procurement, WASO) is responsible for conforming to
Federal, Departmental, and Bureau regulations when making ADP
acquisitions and for ensuring that, when necessary, a specific
delegation of authority from the Chief, Administrative Services
Division (WASO) has been obtained. The Contracting Officer has
sole responsibility for evaluating any noncompetitive justifica-
tions provided by the program office, making a market search (for
proposed acquisitions over $10,000), making a determination and,
when appropriate, getting concurrence from higher authority. The
market search must be accomplished through issuance of a notice in
the Commerce Business Daily . The market search must be undertaken
before a written noncompetitive justification can be completed and
approved and incorporated into the acquisition request package.
The Contracting Officer is responsible for submitting a copy of
the contract or purchase/delivery order, made subsequent to the
specific delegation, to the Chief, Administrative Services
Division (WASO) , within 7 days after the award.

6. The Chief of the Region or Center Property Office (or Chief,
Branch of Property Management, WASO) is responsible for
maintaining inventories of ADP equipment and software, and a copy
of such inventory shall be sent to the Information and Data
Systems Division within 7 days after installation.

Scope of Approval

You are reminded of the importance of considering the total needs
of your program location, present as well as future, in developing
your ADP acquisition requests. Your three or five year ADP Plan
may be incorporated into your ADP acquisition request; however,
approval of your proposed ADP acquisition must be supported by the
justification document outlined in Exhibit 1. Approvals obtained
pursuant to this Guideline may be for an extended term, allowing
award of a contract for a base year plus option years. The
practice of fragmenting requests for the purpose of circumventing
a regulation or meeting a dollar threshold is improper and
prohibited. Also, piecemeal acquisition may seem easier in the
short-term but may result in stumbling blocks as you find your ADP
needs expanding, as well as resulting in higher unit prices.
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Coordination with Servicing Contracting Office

Procurement personnel and your Regional Information Resources
Manager (IRM) should be involved in the very early developmental
stages of the ADP acquisition request. Contact your servicing
contracting office as soon as it is determined that a requirement
exists. By involving the contracting office at the outset,
potential delays may be avoided and problem areas identified prior
to the actual submittal of the DI-1 requisition package for
processing.

Justification for Noncompetitive Procurement

The use of other than full and open competition must be fully
justified by the program office and approved in accordance with
established policies; see FIRMR 201-11.002 and FAR Part 6. For
procurements of $1,000 up to $10,000, the Justification For
Noncompetitive Procurement (JNCP) must cite the appropriate
circumstances/authorities and be accepted and approved by the
Contracting Officer. For acquisitions in excess of $10,000 the
program office must obtain approval of the Contracting Officer and
concurrence at a level higher than the Contracting Officer (within
the Personnel Classification 1102 series) . In addition, an
acquisition plan identifying major acquisition milestones for
follow-on competitive action must be prepared in accordance with
FIRMR 201-11 .002.

Procedures

1

.

Defining the Requirement : The program manager initiating a
request for acquisition of ADP equipment, software or services
must establish the need for the acquisition with a written
justification in the format shown in Exhibit 1. Exhibit 1

provides a comprehensive explanation of each consideration
required to establish and detail the need for the proposed
acquisition.

2. Initiating the ADP Acquisition ; The program manager completes
a DI-1 requisition and justification package. The purpose of this
requisition is to (a) verify that funds have been approved for the
acquisition; (b) identify the installation/delivery location; and
(c) describe the specifications for the item(s) to be acquired.
Whether the item descriptions specify a brand name or equal or
just refer to equipment/performance requirements depends on the
nature of the acquisition and/or the information available to the
program office. When brand name or equal is cited, salient
characteristics must be identified.
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3

.

Management Approval of the ADP Requirement

:

The
justifications in the format prescribed in Exhibit 1 must be
attached to the DI-1 requisition and submitted in duplicate to the
Regional Director, Center Manager (or appropriate Assistant/
Associate Director for WASO) for approval. Upon approval, the
requirement shall be forwarded to the Chief, Administrative
Services Division (WASO)

.

4. WASO Approval of the ADP Acquisition; The requirement will be
reviewed by Administrative Services Division and the Information
and Data Systems Division. The review is to:

( a) Delegate Authority to Acquire ADP Equipment, Software,
Services or Maintenance: When specific authority has been
delegated to the Regional, Center or WASO contracting office by
the Chief, Administrative Services Division (WASO) , the
Contracting Officer making the procurement is responsible for
compliance with the applicable Federal regulations. The
documentation of such compliance is outlined on the checklists
shown in Exhibits 2 and 3. Whether or not each of these
actions/documents is required for your ADP requirement is
determined by the nature and scope of that requirement. To
accurately plan anticipated installation/delivery of the approved
ADP items, you should discuss the specific ADP procurement lead
times with your Contracting Officer.

(b) WASO Procurement

:

Depending on the nature of the ADP items
that are needed and the timing of the approval with other approved
ADP requests, the requirement may be consolidated with other
requirements and purchased through the Washington Office.

(c) Approval reviews at the Region/Center level should also
consider consolidation of similar ADP needs as described in 4(b)
above

.

Timetable for Review of ADP Acquisition Requests

The following estimated turnaround times are provided to assist
you in your planning:

1

.

All ADP acquisition requests received by the Chief,
Administrative Services Division (WASO), will be acknowledged
telephonically within three working days after receipt.

2. Review by the Administrative Services Division and the
Information and Data Systems Division will be accomplished within
10 working days after receipt. Specific deficiencies will be
identified should the request be disapproved. Any recommended
changes or substitutions will also be identified.
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3. Written communication will be prepared conveying the
determination to the program office. This written communication
will become a permanent part of the official contract file.

Lead Time Considerations

1. ADP Procurement Lead Times . Once a request is approved, the
actual procurement time will vary depending on dollar threshold
and method of procurement. The following is projected:

Days Action

1-25 Authorized contracting office receives approved
ADP acquisition

50 Award of Delivery Order under FSS or Sealed Bid Contract

90 Award of 8(a) Contract

120 Award of Noncompetitive Contract

160 Award of Negotiated Contract (in excess of $100,000
fixed price and in excess of $500,000 cost
reimburseable)

360+ Award of major acquisition (over $1,000,000)

2

.

Special Approvals

(a) Proposed sole source acquisitions over $50,000 purchase/
$1,500 month lease* or competitive acquisitions over $300,000
purchase/$7 ,500 month lease* require Departmental approval. Allow
at least 21 calendar days for Departmental approval.

(b) Proposed acquisitions over $300,000 require GSA approval.
Allow approximately 45 additional days for WASO to receive a
delegation of procurement authority (DPA) from GSA.

(c) As determined by the Contracting Officer, legal approval may
be appropriate. Allow approximately 14 additional days for legal
review.

(d) All GIS hardware requests must be reviewed and approved by
the Department regardless of dollar value ( IRM memorandum,
September 5, 1985).

(e) Proposed acquisitions of $100,000 or more must be approved by
the Assistant Secretary for Fish and Wildlife and Parks in
accordance with 245 DM 5.1.

*Includes maintenance charge
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REQUIREMENTS ANALYSIS FOR ADP ACQUISITION

The acquisition of new or additional ADP capabilities shall be
based on mission needs that flow from program requirements. These
needs may be expressed in the form of deficiencies in existing
capabilities, new or changed program requirements or opportunities
for increased economy and efficiency. In any event, the needs
shall be supported by a detailed analysis commensurate with the
size and complexity of the need. Each request will consider the
following factors as a minimum in the requirements analysis:

1

.

Description

Provide a description of the primary program and associated
functions that the equipment or services will support. It should
cover the programmatic objectives or management efficiencies that
are expected to result from this procurement and the relative
priority for accomplishing these objectives when compared to other
program or NPS needs.

2

.

Workload Estimate

Describe the existing and proposed workload that is to be
supported by ADP for each of the program functions listed in
Paragraph 1, this Exhibit. Frequently cited ADP functions include
data creation, data manipulation and processing, data storage,
data retrieval and product generation. However, it is not
necessary to tailor your requirement to these examples. This part
should include appropriate figures and narrative information such
as:

a. Workload factors showing the costs of doing business without
the requested ADP support and the anticipated savings or cost-
avoidance that are to be realized as a result of the procurement.
Some examples of typical workload factors include such measures
as:

-time it takes to complete a particular process-e .g . , preparing
resource management plans;

-volume and frequency of executing a process-e .g. , time and
attendance data for 56 employees every 14 days;

-amount and frequency of data that has to be transmitted from
point A to point B;

-timing or turn-around requirements;

-complexity of the information processing requirement-e.g. , edits
or mathematical operations;
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-the amount and kinds of data that are needed for daily or other
frequent decision making-e.g., file descriptions, record sizes,
etc. , may be appropriate; and

-other factors necessary to provide a full description of the
required ADP support.

b. The level of detail provided in the workload estimate should
be commensurate with the size, scope and complexity of the
proposed ADP acquisition. Smaller dollar acquisitions (within the
$1,000 - $10,000 range) may require only a narrative using
estimated workload. Larger acquisitions will require estimates
that have been substantiated or verified.

c. Explain how the requirements fit into the specific
Region/Center 3/5-year plan and what impact the "instant buy"
would have on the NPS Servicewide procurement.

Minor equipment additions and software requests, for which the
original system has been approved need not re justify the whole
system but must establish the requirement for the additional
equipment or software. Additions to existing systems/capability
that significantly affect the system life or change the intended
scope of the existing system/capability may be considered new
requirements. Such acquisitions are generally not considered
enhancements and must be fully justified including a sole source
justification (if sole source is proposed).

3 . Efforts to Correct Deficiencies and Actions to Date

Describe the actions that have been or will be taken to achieve
the desired objectives or management efficiencies stated in
Paragraph 1, this Exhibit. In a situation where there is already
ADP capability involved, describe what steps have been taken to
improve the efficiency/support of existing configuration-e.g.

,

revising the production schedule or processing procedures to
improve throughput capability or adding or changing workshifts to
increase capacity.

Alternatives and Cost Comparisons

Describe the alternatives that have been considered to accomplish
the objectives or management efficiencies described in Para-
graph 1. The alternatives should be appropriate to the scope of
the workload estimate described in Paragraph 2 . These
alternatives should include the following considerations (from a
cost effectiveness perspective ) as applicable:
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-using non-ADP equipment, sharing existing, excess Government-
owned or leased ADP equipment; use of DOI general purpose computer
centers; Federal data processing centers; GSA sources or
commercial services; and

-expanding or replacing existing ADP capabilities or upgrading
selected system components, e.g. -adding additional communication
ports, more memory, more efficient peripherals, etc. NOTE: If
this is an appropriate alternative and the acquisition is being
limited to ADP equipment or software, the conversion study
(Paragraph 8) and the statement on compatibility limitations
(Paragraph 12) must be included.

Alternatives may be compared based on technical or cost consider-
ations as appropriate. Cost comparisons include computations to
determine which alternatives will meet the user's information
processing needs at the lowest overall cost over the anticipated
useful life of the acquisition. Different alternatives have
different useful system life estimates. These differences should
be noted in the economic analysis of each alternative. Useful
system life of each alternative is an estimate of the number of
years the acquisition will be used by the office that is acquiring
it or the number of additional years an existing ADP capability
will have as result of the proposed acquisition.

5

.

Recommended Alternatives

Describe which alternative from Paragraph 4 is being proposed.
Utilize this section to rationally describe why you may have
determined that one brand is better than another

.

6

.

Extension/Expansion/Augmentation Plan

Detail any planned changes to the recommended ADP acquisition
including the potential for adding work stations, expanding
communication capabilities, acquiring or developing additional
software for other applications, etc. Be as specific as possible
as to the application, the equipment/ service necessary and the
dates when the changes are expected to be needed.

7

.

Implementation/ Installation Considerations

Describe space considerations related to the location of the
requested equipment; e.g. -heat dissipation, air flow, temperature
range, or energy conservation. Any coordination that may be
required with the site manager or GSA should be described. One of
the following statements shall be included:

a. the facility to be used is NPS owned;
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b. the acquisition of this equipment will not require site
construction or modification by GSA/NPS; or

c. the acquisition of this equipment will require site (construc-
tion) (modification) by GSA/NPS which must be completed by (date),
and notification (has been) (will be) submitted to GSA/NPS on
(date)

.

This part should also identify all NPS offices involved, their
physical locations, and any functional or management problems
anticipated as a result of the ADP acquisition.

8 . Software Conversion Studies

Software conversion must be analyzed to ensure that the user's
needs are met at the lowest overall cost, price and other factors
considered (including the cost and other factors associated with
conversion activities) . However, a software conversion study is
not required when one of the three following conditions exist:

a. initial acquisition where no software currently exists;

b. procurement of computer peripherals only; or

c. exercise of purchase option under a leasing agreement.

A comprehensive software conversion study shall be made for each
augmentation or replacement ADPE acquisition when either one of
the two following conditions exists:

a. the estimated purchase price of the ADP equipment system is
expected to exceed $2,500,000, excluding the maintenance and
support costs;

b. the cost of conversion is to be used as the primary justifica-
tion for a noncompetitive (sole source) requirement when the
estimated value of the procurement exceeds $100,000.

The requester may elect to personally conduct the comprehensive
software conversion study, or request assistance from the
Information and Data Systems Division. The software conversion
study will address:

a. general background and problem definition;

b. inventory of existing components;

c. site environment description;

d. inventory of software and files to be converted;
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e. alternative (compatible vs. non-compatible) analysis;

f. description of target operation/environment; and

g. approach for facilitating conversion.

For requirements under the thresholds identified above, use your
best estimates. Identify anticipated costs involved in changing
existing software to meet your overall requirement should another
ADP system be available which has the potential for performing the
required function more efficiently and/or effectively.

9. Computer Performance Evaluators (Not applicable to initial
acquisitions . ) A statement or other evidence that indicates that
the operation of the currently installed ADP system(s) has been
reviewed and/or monitored to establish: (a) whether or not the
system has accomplished what you had intended; or (b) whether you
have changed your initial expectations because of inadequacies
that surfaced. This is necessary to ensure that the proposed
procurement represents the lowest overall cost alternative for
meeting the data processing needs.

Larger dollar requirements may require performance evaluation or
simulation of system software and hardware performance in the
normal processing environment. This will identify any possible
improvements in portions of the systems software or modifications
of hardware configuration. The Information and Data Systems
Division, GSA or other outside sources may be requested to assist
in the performance of this evaluation.

10. Telecommunications Statement

If communications hookups are involved, a plan must be developed
which identifies existing communicating functions as well as those
proposed. This includes all units which transmit data to a
central processing unit (CPU) and/or "talk" from one terminal to
another.

11

.

Other Security Requirements

The staff responsible for operation of the acquired equipment must
consider security requirements for safeguarding the equipment
itself and access to sensitive data. This is especially important
for the smaller ADP items like microcomputers, portable terminals
and data disks, diskettes or cartridges.

12. Compatibility Limitations (This is only necessary if the
request is for enhancing or upgrading an existing ADP system.)
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Compatibility limited requirements restrict competition and may
indirectly result in increased cost. When conversion costs are to
be evaluated, the solicitation must provide for the submission and
evaluation of acceptable noncompatible offers from responsible
offerors. An acceptable noncompatible offer must meet the user's
requirement at the lowest overall cost, price and other factors
considered.

The following factors shall be considered in determining whether
the compatibility limited requirements are justified for replace-
ment or expansion acquisition:

a. How critical or unique is the existing software in meeting the
program needs?

b. What risk would be involved in acquiring noncompatible equip-
ment and converting the data base and/or software (i.e., loss of a
particular function, error increase, etc.)?

c. How would additional factors such as delay, lost economic
opportunity and less than optimum utilization of skilled profes-
sionals be impacted if compatibility specifications were not used?

d. What steps would be taken to foster competitive conditions on
the augmentation or replacement acquisition?

e. To what extent could selected applications programs be off-
loaded to commercial data processing service facilities as an
alternative to conversion?

f. To what degree would parallel operations be necessary (i.e.,
the need to continue operation of the old system in parallel with
the new system until the new system can fully support the program
needs)

?

13

.

Proposed Procurement Method

In consultation with the Contracting Officer, identify the antici-
pated procurement method (competitive, noncompetitive, GSA,
Federal Supply Schedule, Regional or Servicewide delivery order,
etc.). Include a statement of the circumstances which support the
anticipated procurement method.

14. Acquisition and Training Milestones

a. State the anticipated schedule of programmatic as well as
procurement events (based on consultation with the Contracting
Officer) . If there are specific time constraints, explain these
and their impact on the acquisition.
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b. If this request includes hardware or software intended for use
by non-ADP trained personnel, include milestones that address user
training before, at the time of, and/or after installation to
ensure the shortest possible time to complete the learning curve
and to insure that the acquisitions are put to productive use
immediately after installation and acceptance.

15. Management of Project

Identify the name, location, title, and telephone number of the
key procurement and program personnel involved in making the
request

.
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ADP
Procurement
Checklist

Item

1. DI-1 requisition (supported by all documentation required by
this Guideline)

2. Justification for noncompetitive procurement (if applicable,
see Chapter 5 of this Guideline and FAR Part 6)

3. Commerce Business Daily Synopsis/Notification (FIRMR
201-32.106 and FAR Subpart 5.2 or under nonmandatory ADP
Schedule FIRMR 201-32 .106 ( f)

)

4. Evaluation of acquisition alternatives (i.e. purchase, lease,
lease to purchase, FIRMR 201-24.208)

5. Evaluate present value factors (FIRMR 201-24 . 208 (b)

)

6. Consider ADP fund (FIRMR 201-23.2)

7. Consider use of GSA schedule contracts (FIRMR 201-20.012-2,
201-32.206 and 201-32.207)

8. Other pre-award requirements

(a) EEO compliance (FAR 22.8)

(b) GSA and DOI reviews (FIRMR 201 and 306 DM 4)

(c) Subcontracting plan (if in excess of $500,000 and award is
to a large business, FAR 19.702(a))

(d) Solicitor's review (DIAR 1401.7101-2)

(e) Assistant Secretary for Fish and Wildlife and Parks
approval for all proposed acquisitions of $100,000 and over in
accordance with 245 DM 5.2
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ADP
Acquisition/Request

Checklist

Item

1. Description, requirements analysis and functional
specification (FIRMR 201-20.003 and 201-30.007)

2. Workload estimate (FIRMR 201-30 .007 ( c) (8)

)

3. Efforts to improve current deficiencies

4. Alternatives and cost comparisons (FIRMR 201-30.009)

5. Recommended alternative

6. Extension/expansion/augraentation plan

7. Implementation/ installation considerations

8. Software conversion study (FIRMR 201-30.012-1)

9. Computer performance evaluators

10. Telecommunications requirement

11. Security (FIRMR 201-3- .007 ( c) (8) ( viii) and 201-32.104)

12. Compatibility limitations (FIRMR 201-24.207)

13. Proposed procurement method

In addition, provide the following information:

1. Program and contact person, title, address, and phone number

2. Action to date

3

.

Role of procurement/contracting staff

4. Contract evaluation factors-consistent with FIPS Pub.

5. User training required
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UNAUTHORIZED PROCUREMENT (RATIFICATION)

General

Execution of otherwise proper contracts made by individuals
without contracting authority, or by contracting officers in
excess of the limits of their delegated authority, may be later
ratified in accordance with the policies and procedures
prescribed in this Chapter. To be effective, such ratification
of a previously unauthorized act must be signed by the Head of
the Contracting Activity (HCA) as prescribed by DIAR 1401.671.

Responsibilities

1

.

The individual having executed the unauthorized contract
action is responsible for furnishing the Chief of the Program
Office with all records and documents relative to the action.

2. The Program Office is responsible for forwarding the
documentation of the unauthorized contract action, with the
request for ratification or disciplinary action (as appropriate),
to the servicing Regional Division of Contracting and Property
Management (or Center/WASO equivalent).

3. The Regional Chief of Contracting and Property Management (or
Center/WASO equivalent) is responsible for identifying apparent
unauthorized contract actions and notifying the responsible
Program Office (an example of a notification is provided as
Exhibit 1). Once it has been determined that an unauthorized
contract action has in fact occurred, the Regional Chief of
Contracting and Property Management (or Center/WASO equivalent)
is responsible for reviewing the documentation and transmitting
the package to the Chief, Administrative Services Division
(WASO) . The cover transmittal shall provide a statement
indicating concurrence with the request or recommend alternative
action.

4. The Chief, Administrative Services Division (WASO), is
responsible for reviewing the documentation, developing a
briefing paper outlining pertinent facts, and making a final
recommendation to the HCA. The Chief, Administrative Services
Division (WASO) is responsible for conveying the decision to the
appropriate Regional Chief of Contracting and Property Management
(or Center/WASO equivalent)

.
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5. The HCA is responsible for reviewing the complete file
(unauthorized contract action with supporting documentation and
recommendations) and approving the ratification if deemed to be
in the best interest of the Government. If ratification is not
justified, the HCA shall deny the ratification action request and
initiate disciplinary action.

Applicability

The provisions of this section apply to all unauthorized contract
actions, whether oral or written, without regard to dollar value.
Examples of unauthorized contract actions are:

a) ordering of supplies or services by an individual without
contracting authority;

b) unauthorized direction of work through assignment of orders
or tasks;

c) unauthorized addition of new work;

d) directing contractors to subcontract with particular firms;
or

e) unauthorized direction which changes the terms and conditions
of the contract.

All ratifications are subject to the requirements of this
Guideline and the determination of the HCA to ratify the
unauthorized contract action.

Definitions

1. "Unauthorized action" means a contract action taken by an
individual without contracting authority or a contract action by
an individual acting beyond the limits of his or her delegated
contracting authority.

2. "Ratification" means the execution by the HCA formalizing a
contract action of:

a) an individual who acted without contracting authority; or

b) a Contracting Officer who acted beyond his or her delegated
authority.
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3. "Otherwise proper" means the unauthorized contract action
could have been entered into by a Government official with
authority to obligate the Government contractually without
violating any statutes or regulatory requirements

.

Policy

Contracting actions taken by personnel without formally delegated
contracting authority do not legally obligate the Government for
the expenditure of funds. An unauthorized contract action may be
ratified if it would have been otherwise proper if executed by a
Contracting officer. If an unauthorized action is otherwise
improper, it cannot be ratified and the person committing the
unauthorized action may be personally liable.

Procedures

1 . The Program Office will compile all supporting documentation
and notify the Regional Contract Office immediately upon
discovery of the unauthorized contract action. The supporting
documentation must include:

a) why the work was necessary and how it benefitted the
Government;

b) a statement as to why normal procurement procedures were not
followed;

c) rationale as to why the contractor was selected;

d) identification of what other sources were considered; if sole
source, provide JNCP (see Chapter 5 of this Guideline);

e) what was the scope of work or product;

f) what was the estimated or agreed contract price;

g) what is the status of performance (provide receiving report
or other proof of receipt if completed); and

h) what is the status of payment, and are there any unpaid
invoices (outstanding invoices must be attached to this request).

The transmittal memorandum will identify the circumstances
surrounding the unauthorized action, recommend ratification or
disciplinary action, and detail the steps taken or proposed to
prevent future unauthorized contract actions

.
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2. The Division Chief (or equivalent) of the responsible Program
Office shall approve the transmittal memorandum. As part of this
submission the Program Office will include a DI-1 Requisition,
with funding sufficient to cover the supplies or services.

3. Upon receiving the notification the Regional Contracting
Officer (or Center/WASO equivalent) shall make a determination
and findings regarding the unauthorized action. In order to
document this determination, additional information may be
required from the contractor and/or it may be necessary to seek
an opinion from the Solicitor.

4. The Regional Chief of Contracting and Property Management (or
Center/WASO equivalent) shall forward the notification of
unauthorized action documents, along with the determination and
findings, to the HCA through the Chief, Administrative Services
Division (WASO)

.

5

.

The documents approving ratification or disciplinary action
will be promptly returned to the Regional Contracting and
Property Management Offices (or Center/WASO equivalent) for
processing.

Prompt Payment

An invoice for an unauthorized contracting action is not
considered "proper" until it has been officially ratified by the
HCA. Therefore, the 30-day Prompt Payment Act requirements do
not commence until such ratification action has been approved by
the HCA.
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S7215(230)

Memorandum

To: Chief, Division/Branch of

From: Chief, Contracting and Property Management

Subject: Ratification of an Unauthorized Procurement Action

The enclosed requisition (DI-l) or invoice appears to represent
an unauthorized procurement action. The requested supplies or
services were ordered by an individual who does not have contract
authority as required by the Federal Acquisition Regulation
(FAR), Subpart 1-601. Therefore, the matter must be reviewed for
possible ratification action by the Head of the Contracting
Activity as required by Department of the Interior Acquisition
Regulations, Subpart 1401.671. In order for an unauthorized
procurement to be reviewed, it will be necessary for the
individual's Division Chief or Associate/Assistant Director to
prepare or have prepared a request for ratification (See NPS-62,
Acquisition Guideline, Chapter 8, for a complete description of
the content of the request package)

.

The required documentation shall be forwarded by this Office to
the Administrative Services Division (WASO) for review and
forwarding to the Head of the Contracting Activity.

If documentation provided does not adequately justify approval by
the Head of the Contracting Activity, the individual concerned
may be personally liable for the cost incurred or other
disciplinary action as appropriate.
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UNSOLICITED PROPOSALS

General

This Guideline is being prepared independently of the
Department's "Handbook for Submission of Unsolicited Proposals"
(see DIAR 1415.506). There is nothing in this Guideline that is

intended to contradict the Departmental procedures mandated in
the Handbook. In the instance of a conflict, the procedures
provided in the Handbook prevail.

Responsibilities

1

.

Program offices receiving an apparent unsolicited proposal
are responsible for immediately submitting the proposal to the
Associate Regional Director, Administration (or equivalent head
of Administration for the Centers and WASO) , for processing.
Program offices are responsible for safeguarding the proposal and
its contents while in their possession. Also, appropriate
program offices are responsible for providing technical
evaluation of the proposal and professional judgments concerning
the proposal's disposition.

2. The Associate Regional Directors, Administration (or
equivalent head of Administration for the Centers and WASO) , are
designated the official contact points and are responsible for
coordinating the receipt and handling of unsolicited proposals
for their respective Regions or areas of administrative responsi-
bility.

3. Contracting Officers are responsible for ensuring that the
proposal has the necessary characteristics to be correctly
designated as "unsolicited," and for making a final determination
as to whether competition could be obtained without compromising
the offeror's proprietary data.

Description

Unsolicited proposals are a valuable means for Government
agencies to obtain innovative or unique methods or approaches to
accomplishing their missions from sources outside the Government.

Advertising material, commercial product offers, contributions,
or technical correspondence, as defined in FAR 15.501, are not
unsolicited proposals.
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A valid unsolicited proposal must meet the following criteria:

1. be innovative or unique;

2. be independently originated and developed by the offeror;

3. be prepared without Government supervision or intervention,
(however, unsolicited proposals in response to broad agency
announcements are considered to be independently originated);

4. include sufficient detail to permit a determination that
Government support would be worthwhile and the proposed work
would benefit the agency's research and development or other
mission responsibilities; and

5. not be an advance proposal for a specific documented agency
requirement that can be acquired by competitive methods

.

Referral

Unique or innovative unsolicited proposals that are not related
to Service requirements shall be returned to the offeror stating
how the proposal was interpreted and why it was not evaluated.
In addition, other agencies whose missions bear a reasonable
relationship to the proposal's subject matter may be identified
for the offeror and included in the transmittal letter returning
the proposal.

Content of Unsolicited Proposals

Unsolicited proposals should contain the following information to
permit consideration in an objective and timely manner.

1. Basic information including:

(a) offeror's name and address and type of organization; e.g.,
profit, nonprofit, educational, small business;

(b) names and telephone numbers of technical and business
personnel to be contacted for evaluation or negotiation purposes;

(c) names of other Federal, State, local agencies, or parties
receiving the proposal or funding the proposed effort;

(d) identification of proprietary data to be used only for
evaluation purposes;

(e) date of submission; and
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(f) signature of a person authorized to represent and
contractually obligate the offeror.

2. Technical information including:

(a) concise title and abstract (approximately 200 words) of the
proposed effort;

(b) a reasonably complete discussion stating the objectives of
the effort or activity, the method of approach and extent of
effort to be employed, the nature and extent of the anticipated
results, and the manner in which the work will help to support
the Service;

( c

)

names and biographical information on the offeror ' s key
personnel that would be involved, including alternates;

(d) type of support needed from the Service; e.g., facilities,
equipment, materials or personnel resources; and

(e) other supporting information including:

- proposed price or total estimated cost for the effort, in
sufficient detail for meaningful evaluation;

- period of time for which the proposal is valid (6 month minimum
is suggested);

- type of contract preferred;

- proposed duration of effort;

- brief description of the organization's previous experience in
the field, and facilities to be used; and

- required statements, if applicable, about organizational
conflicts of interest, security clearances, and environmental
impacts

.

Receipt and Initial Review

Before initiating a comprehensive evaluation, the contact points
shall determine if the unsolicited proposal:

1. contains sufficient technical and cost information;

2. has been approved by a Contracting Officer; and

3. complies with the "Limited Use of Data" requirements provided
under FAR 15.509.
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If the proposal meets these requirements, the contact points
shall promptly acknowledge and forward the proposal to a
technical evaluation point.

Safeguarding the Proposal

Comprehensive evaluations shall be coordinated by the Service
contact points, which shall attach or imprint on each unsolicited
proposal circulated for evaluation the following legend:

UNSOLICITED PROPOSAL USE OF LIMITED DATA

All Government personnel must exercise EXTREME CARE to ensure
that the information in this proposal is not disclosed outside
the Government and is NOT DUPLICATED, USED, OR DISCLOSED in whole
or in part for any purpose other than evaluation of the proposal,
without the written permission of the offeror. If a contract is
awarded on the basis of this proposal, the terms of the contract
shall control disclosure and use.

This notice does not limit the Government's right to use
information contained in the proposal if it is obtainable from
another source without restriction.

This is an internal Government notice and shall not by itself be
construed to impose any liability upon the Government or
Government personnel for disclosure or use of data contained in
this proposal (FAR 15.509(d))

Evaluation

When performing a comprehensive evaluation of an unsolicited
proposal, evaluators shall consider the following factors, in
addition to any others appropriate for the particular proposal:

1. unique or innovative methods, approaches, or ideas generated
or assembled by the offeror;

2. overall scientific, technical, or socioeconomic merits of the
proposal;

3. potential contribution of the effort to the Service;

4. the offeror's capability, related experience, facilities,
techniques, or unique combinations of these, which are integral
factors for achieving the proposal objectives; and
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5. the qualifications, capabilities, and experience of the
proposed principal investigator, team leader, or key personnel
who are critical in achieving the proposed objectives.

The evaluators shall notify the Regional, Center, or WASO contact
point, in writing, of the details of their evaluation, their
decision, and their recommendations when the evaluation is
completed.

Contracting Methods

A favorable comprehensive evaluation of an unsolicited proposal
does not, in itself, necessarily justify negotiating on a non-
competitive basis. Service contact points shall return an
unsolicited proposal to the offeror, citing reasons, when its
substance:

1 . is available to the Government without restriction from
another source;

2. closely resembles a pending competitive solicitation; or

3. is otherwise not sufficiently innovative or unique to justify
acceptance

.

The Contracting officer may award on the basis of other than full
and open competition when:

1. the proposal meets the description of a "bona fide"
unsolicited proposal as defined by the Federal Acquisition
Regulations;

2

.

the unsolicited proposal has received a favorable
comprehensive evaluation; and

3. the technical office sponsoring the contract supports its
recommendation with the facts and circumstances that preclude
competition, including consideration of evaluation factors, and
furnishes the necessary funds.

If the unsolicited proposal is acceptable for award without
competition, the Service shall use the proposal as the basis for
negotiation with the offeror.

Release No. 1 January 1986





ACQUISITION GUIDELINE
NPS-62 Chapter 10

Page 1

DEBARMENT, SUSPENSION AND INELIGIBILITY

General

As required by FAR 9.402 and DIAR 1409.4, this Chapter sets forth
the policies and procedures governing debarment and suspension of
contractors, the listing of the debarred and suspended
contractors, and dissemination of this listing.

Responsibilities

1

.

Any Service employee having knowledge of or suspecting
activity which would warrant suspension or debarment is
responsible for reporting such activity to the Contracting
Officer.

2. The Contracting Officer is responsible for contacting the
Administrative Services Division (WASO) to obtain current listing
information, and ensuring that offers are not solicited from or
awarded to debarred or suspended contractors . Contracting
Officers are also responsible for preparing a Determination and
Findings reporting alleged improprieties.

3. The Chief, Administrative Services Division (WASO) , is
responsible for disseminating information on debarred, suspended,
and ineligible contractors.

Policy

The Service shall solicit offers from, award contracts to, and
consent to subcontracts with responsible contractors only.
Debarment and suspension of contractors from competition and
performance are discretionary actions which, due to their serious
nature, must be imposed only in the public interest, for the
Government's protection, and not for purposes of punishment.

Consolidated List of Debarred, Suspended and Ineligible
Contractors

The Division of Acquisition and Grants, Office of Acquisition and
Property Management, is responsible for notifying the General
Services Administration of any actions which have resulted in the
debarring or suspending of any contractor.

Monthly issues of the consolidated list shall be disseminated by
the Chief, Administrative Services Division (WASO) , to all
Contracting Officers after receipt from the General Services
Administration (GSA)

.
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Weekly supplements to monthly lists shall be furnished to the
Chief, Administrative Services Division (WASO) , by the Division
of Acquisition and Grants, Office of Acquisition and Property
Management. Weekly supplements will not be distributed to
Regions; however, the complete set of supplements will be
available in the Acquisition and Assistance Systems Branch,
Administrative Services Division (WASO) . Contracting Officers
should contact WASO in order to obtain current information and
ensure effective use of the list as required by FAR 9.405.

Effect of Listing

Debarred or suspended contractors are excluded from receiving
contracts. The Service shall not solicit offers from, award
contracts to, or consent to contracts with these contractors,
unless there is a compelling reason for such action and it is
approved by the HCA and the Director, Office of Acquisition and
Property Management. Requests for approval of such actions shall
be submitted by the requesting Contracting Office to the Chief,
Administrative Services Division (WASO), for transmittal to the
HCA for concurrence prior to submitting the request to the
Director, Office of Acquisition and Property Management.

Continuation of Current Contracts

Notwithstanding the debarment or suspension of a contractor,
Contracting Offices may continue contracts or subcontracts in
existence at the time the contractor was debarred or suspended,
unless otherwise directed by the HCA or the Director, Office of
Acquisition and Property Management.

Contracting Offices shall not renew current contracts or
subcontracts of debarred or suspended contractors, or otherwise
extend their duration, unless approved by the Director, Office of
Acquisition and Property Management. Such request for approval
must clearly state the compelling reasons for renewal or
extension and be submitted to the Chief, Administrative Services
Division (WASO) , for transmittal to the HCA and, upon HCA's
approval, to the Director, Office of Acquisition and Property
Management

.

Debarment and Suspension Authority

The Director, Office of Acquisition and Property Management, is
the debarring and suspending official for the Department and is
authorized to debar or suspend a contractor for any of the
reasons in FAR 9.406-2, using the procedures listed in DIAR
1409.406-3 or 1409.407-3 respectively.
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Investigation and Referral

Whenever a cause for debarment or suspension becomes known to a
Service employee, the matter shall be referred to the HCA. The
HCA shall investigate the matter, consult with the Office of the
Solicitor and the office of Inspector General, as appropriate,
and submit a formal recommendation which fully documents the
cause for debarment or suspension to the Director, Office of
Acquisition and Property Management.
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MISTAKE IN BID/PROTESTS/APPEALS

General

This Chapter contains procedural guidance relating to Mistakes in

Bid, Protests, and Appeals. Each of these actions requires
extensive documentation and must be prepared within a limited
timeframe. Officials holding primary responsibility are
routinely limited to the Contracting Officers; however, program
officials may be involved through assignment as a Contracting
Officer's Technical Representative or through performance of
other contracting- related duties.

Responsibilities

1. The Contracting Officer is responsible for identifying
apparent mistakes in bid and for determining the correct
administrative action in accordance with FAR 14.406. In cases of
protest or appeal, the Contracting Officer is responsible for
consulting with the Office of the Solicitor and the HCA through
the Administrative Services Division (WASO) . The Contracting
Officer is also responsible for fully documenting the
circumstances and the Government's position, and attesting to
such if necessary.

2. The Contracting Officer's Technical Representative (COTR) is
responsible for providing the Contracting Officer with
documentation concerning the technical direction and developments
occurring under contract as necessitated by a protest or appeal.
The COTR is also responsible for fully documenting this direction
and subsequent developments, and attesting to such if necessary.

3. The Regional Chief, Contracting and Property Management (or
equivalent for the Centers and WASO) , is responsible for assuring
the Contracting Officer's actions are appropriate when handling
Mistakes in Bids/Protests/Appeals. This management
responsibility may be accomplished through review of
determinations and supporting files being submitted to the HCA
and through on-site reviews.

4. The Chief, Administrative Services Division (WASO) , is
responsible for reviewing documentation concerning Mistakes in
Bids/Protests/Appeals to ensure the validity of the Service's
actions. This management responsibility may be accomplished
through review of determinations and supporting files being
submitted to the HCA and through on-site reviews.
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5. The HCA is responsible for maintaining the integrity of the
Service's actions concerning the contracting function and is the
singular voice for the Service when special approvals from the
Director, Office of Acquisition and Property Management, are
sought

.

6. The office of the Solicitor shall be responsible for handling
bid protests filed with the General Accounting Office (GAO) or
for protests concerning automated data processing acquisitions
filed with the General Services Board of Contract Appeals
(GSBCA)

.

Mistakes Disclosed Before Award

1

.

The Chief of the Contracting Office is authorized to make a
written determination permitting the bidder to withdraw the bid
in accordance with FAR 14.406-3 (c) and (e) after review and
concurrence by the appropriate Office of the Solicitor. The
authority to sign the determinations and findings is redelegated
to the Regional Chief, Contracting and Property Management (or
Center/WASO equivalent) . The authority to make this
administrative determination is restricted to those circumstances
when a bidder requests permission to withdraw a bid rather than
correct it, and (a) the evidence is clear and convincing as to
the mistake; or (b) the evidence reasonably supports the
existence of a mistake but it is not clear and convincing. Two
copies of all determinations made pursuant to this authority must
be promptly transmitted to the Director, Office of Acquisition
and Property Management, through the Chief, Administrative
Services Division (WASO) . If the evidence of the intended bid is
clear and convincing, even though the bidder has not requested
permission to correct the bid, the case shall be processed in
accordance with Paragraph 3 below.

2. With the exception of FAR 14. 406-3 (c) and (e) the authority
to make administrative determinations under FAR 14.406 is
reserved for the Director, Office of Acquisition and Property
Management. Each proposed administrative determination shall
have the concurrence of the Office of the Solicitor prior to
submission to the Director, Office of Acquisition and Property
Management. The Administrative Services Division (WASO) will
forward the determination to the Office of the Solicitor.

3

.

Suspected or alleged mistakes in bid shall be processed in
accordance with the requirements of FAR 14.406-3(g). Except as
prescribed in Paragraph 2 above, the Contracting Officer shall
submit two copies of a report and the supporting data through the
Chief, Administrative Services Division (WASO), and the HCA to
the Director, Office of Acquisition and Property Management.
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Incomplete reports and insufficient numbers of copies may result
in a delay in obtaining a determination.

4. Preaward mistakes in offeror's proposal arising in a

negotiated procurement shall be treated as prescribed in
FAR 15.607 and DIAR 1415.607.

Disclosure of Mistakes After Award

The Contracting Officer is authorized to make the administrative
determinations in FAR 14.406-4 after concurrence is received from
the Office of the Solicitor as required by FAR 14.406(d).

In negotiated procurements, mistakes in a contractor's proposal
disclosed after award shall be processed in accordance with
FAR 14.406-4 and DIAR 1414.406-4.

Protest Against Award

Protests against award in negotiated acquisitions shall be
treated the same as in sealed bidding as prescribed in
DIAR 1414.407-8.

Protests to the Agency

For protests filed with the contracting authority only, prior to
award, the contracting office shall obtain the advice of the
Assistant Solicitor for Procurements and Patents, through the
Chief, Administrative Services Division (WASO), before making the
determination under FAR 33.103(a).

Protests to the General Accounting Office (GAP)

The Office of the Solicitor shall be responsible for reporting
any declarations of awards issued by the Comptroller General to
the Office of Management and Budget (0MB) as required by 0MB
Bulletin 85-8, dated December 17, 1984. When any interested
party (see FAR 33.101) challenges the Department's compliance
with the provisions of FAR 33.104, the Office of the Solicitor
shall be responsible for notifying the Department of Justice as
required by 0MB Bulletin 85-8.

a) A protestor shall furnish a copy of its complete protest
simultaneously to the officials designated in the provision at
FAR 52.233-2, Service of Protest, as prescribed in DIAR 1433.106.

b) Notice of Protest . Upon being telephonically advised by the
GAO of the receipt of a protest before or after award, the Office
of the Solicitor shall inform the Administrative Services
Division (WASO), which shall immediately notify the Contracting
Officer.
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As required by FAR 33.104(a)(3) and 4 CFR 21.3 (GAO Regulations),
the Contracting Officer shall promptly notify all interested
parties, including offerors (or the contractor, if the protest is
after award), involved in or affected by the protest, that a
protest has been filed with the GAO and the basis for the
protest. A written record of such notification shall be placed
in the contract file. After receiving a copy of the protest from
GAO and its request for an administrative report, the Office of
the Solicitor will promptly furnish the same to the Administra-
tive Services Division (WASO) , which shall, in turn, promptly
transmit copies to the Contracting Officer and request a written
report. The Contracting Officer shall promptly transmit by
letter a copy of the protest to all interested parties previously
notified and include a statement requiring furnishing of views
and information directly to the GAO. Copies of such cover
letters shall be sent concurrently to the Administrative Services
Division (WASO) and the Assistant Solicitor for Procurement and
Patents. Materials submitted by the protestor may be withheld
from interested parties in accordance with CFR 4 21.3(b).

c) Submission of Report .

(1) All personnel shall handle protests on a priority basis.
Within 25 work days after receipt by the Office of the Solicitor
of the GAO's telephonic notice of the protest, or within 10 work
days after receipt from GAO of a determination to use the express
option, a complete report shall be submitted to the GAO (see
FAR 33.104(a)(2)). If the specific circumstances of the protest
require a longer period, the contracting office shall immediately
inform the Administrative Services Division (WASO) , which shall
in turn notify the Office of the Solicitor, which shall request,
in writing, an extension of the period in accordance with
4 CFR 21.3(d). The contracting activity shall have no more than
15 work days from the date of notification by the Office of the
Solicitor to deliver the protest report to the Assistant
Solicitor for Procurement and Patents through the Administrative
Services Division (WASO) . For reports involving use of the
10 work day express option, the Office of the Solicitor shall
establish the report delivery date after consultation with the
Administrative Services Division (WASO)

.

(2) In addition to the requirements of FAR 33.104(a)(2), the
report responsive to the protest shall be appropriately titled
and dated, shall cite the GAO file number, and shall be signed by
the Contracting Officer or representative. Reports shall be
prepared with the assistance of the local attorney-advisor of the
Office of the Solicitor. If appropriate, the report shall
contain a statement regarding any urgency for the acquisition and
the extent to which a delay in award may result in significant
performance difficulties or additional expense to the Government.
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If award is not urgent, a statement shall be included giving an
estimate of the length of time an award may be delayed without
significant expense or difficulty in performance. The
contracting office shall submit to the Administrative Services
Division (WASO) an original and two complete copies of the
Contracting Officer's report (plus one complete copy for each
interested party and one for the Administrative Services Division
(WASO)) in response to the notification of a Protest. The report
shall identify all parties to whom the report has been furnished.

d) Protests Before Award . If a protest before award has been
filed with GAO and the Contracting Officer determines in writing
that it is necessary to make award under the circumstances in FAR
33.104(b)(1), the Contracting Officer shall obtain advice from
the Assistant Solicitor for Procurement and Patents and such
determination shall be submitted to the Administrative Services
Division (WASO) for approval by the HCA. The written
determination shall be included in the file and the Contracting
Officer shall give notice of the decision as required by
FAR 33.104(d)

.

e) Notice to GAO . The HCA is authorized to submit the report
required by FAR 33.104(f). The report shall be submitted to the
Comptroller General through the Assistant Solicitor for
Procurement and Patents, and the Director, Office of Acquisition
and Property Mangement

.

Protests to the General Services Board of Contract Appeals
(GSBCA)

a) (1) The Contracting Officer shall insert the clause at
FAR 52.212-13, Stop-Work Order, in solicitations and contracts
for automated data processing equipment and services (ADP)

.

2) A protestor filing a protest with GSBCA on a solicitation or
contract for ADP shall furnish a copy of its complete protest
submission to the officials designated in the provision at DIAR
1452.233-2, Service of Protest, as prescribed in 1433.106 on the
same day the protest is filed with the GSBCA.

b) Notice of Protest . Immediately upon receipt of a copy of a
protest to GSBCA, the Office of the Solicitor shall inform the
Office of Information Resource Management (PIR) and the
Administrative Services Division (WASO), which shall immediately
inform the Contracting Officer. The PIR shall immediately notify
the apropriate GSA official responsible for the delegation of the
procurement authority.
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Within the timeframes required by FAR 33.305(a)(2), the
Contracting Officer shall provide an oral or written list of all
such interested parties to whom notice was provided. A copy of
all notifications to interested parties and related
correspondence with GSBCA shall be maintained in the contract
file and a copy of the list of interested parties notified shall
be provided to the Office of the Solicitor and the Administrative
Services Division (WASO) simultaneously with submission to the
GSBCA.

c) Submission of Protest . An original and 2 copies, plus an
additional copy for retention of the Administrative Services
Division (WASO) , of the documentation identified in FAR 33.105(b)
shall be submitted by the Contracting Officer through the
Administrative Services Division (WASO) within 8 work days after
the filing of a protest. Copies shall also be provided to each
interested party which has filed a notice of intervention or a
motion to intervene. The protest file shall be organized to
comply with the requirements of Rule 4(b) and the GSBCA within
8 work days after filing of the protest.

d) Hearings . The Office of the Solicitor shall be responsible
for representing the contracting activity at any hearing on
suspension of the agency's delegation of procurement authority
(DPA) (see FAR 33.105(e)). The HCA shall be responsible for
executing the determination required by FAR 33.105(d)(1).

Solicitation Provision

The provision at FAR 52.233-2, Service of Protest, as prescribed
in FAR 33.106 shall be modified in accordance with DIAR
1452.233-2.

Service of Protest

As prescribed in DIAR 1433.106, the provision at FAR 52.233-2,
Service of Protest shall be modified before insertion into
solicitations and contracts.

Interior Board of Contract Appeals

The Interior Board of Contract Appeals (IBCA) is authorized by
the Secretary to consider and resolve appeals of Contracting
Officer decisions arising under or relating to a contract made by
the Department. The IBCA's authority can be extended to any
other executive agency when such an agency or Administrator of
the Office of Federal Procurement Policy has been duly designated
to decide the appeal. The IBCA rules of procedure are in 43 CFR
Part 4, Subpart C. The address of the IBCA is 4015 Wilson
Boulevard, Arlington, Virginia 22203.
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Suspected Fraudulent Claims

The Contracting Officer shall refer all matters relating to
suspected fraudulent claims by a contractor under the conditions
in FAR 33.009 to the Office of Inspector General for further
action or investigation.

Contracting Officer's Decision

A Contracting Officer's written decision is required when mutual
agreement concerning a contractor's claim cannot be reached. The
written decision shall include those items outlined in
FAR 33 .011(a) (4) (v) f as well as specific reference to the IBCA
and its procedures under 43 CFR Part 4. The IBCA optional small
claims (expedited) procedures under 43 CFR 4.113 shall also be
referenced.

Contracting Officer's Duties Upon Appeal

When a notice of appeal has been received, the Contracting
Officer shall endorse on the appeal the date of mailing (or the
date of receipt if the notice was not mailed) and forward it to
the IBCA by certified mail within 5 days of receipt. The Office
of the Solicitor shall also be notified of the appeal by the
Contracting Officer (see 43 CFR 4.103).

The Contracting Officer shall prepare and transmit the data,
docu- mentation, and information required by 43 CFR 4.104 in the
form of an appeal file to the IBCA. Copies of this documentation
shall be sent concurrently to the appropriate Office of the
Solicitor and to an appellant or appellant's counsel within 30
days after receipt of a notice of appeal or advice that an appeal
has been docketed by the IBCA.
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CONTRACTING OFFICER'S WARRANT SYSTEM

General

This Chapter sets forth the Service's policies and procedures for
the management and maintenance of the Contracting Officer's
Warrant System, as required by FAR 1.603 and supplements
Department of the Interior Contracting Officers Warrant System
Manual, April 1, 1984. The Warrant System establishes minimum
standards for designation of Contracting Officers who, by virtue
of their experience and training, are designated to sign
Government contracts and obligate the Government.

Responsibilities

1 . Requesting offices are responsible for submitting complete and
accurate requests for Contracting Officer's Warrants. The
requesting office is responsible for justifying the need for the
warrant and the level requested. Once a warrant is granted, the
requesting office is responsible for ensuring that sufficient time
and money are available for necessary training to support the
warrant.

2. The Regional Chief, Contracting and Property Management (or
equivalent for Centers and WASO) is responsible for reviewing
warrant requests and determining if a warrant is necessary. If
the request is determined to be necessary, the Regional Chief (or
equivalent) is responsible for transmitting the request to the
Head of the Contracting Activity (HCA) through the Chief,
Administrative Services Division (WASO)

.

3. The Chief, Administrative Services Division (WASO) , is
responsible for reviewing requests for contracting officers
warrants to determine their need, and for making appropriate
recommendations to the HCA.

4. The Head of Contracting Activity (HCA) is responsible for
appointing Contracting Officers in accordance with the Warrant
System. The HCA also has sole responsibility for terminating
Contracting Officer Warrant authority.
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Policy

Only a warranted Contracting Officer, who has been issued a
Certificate of Appointment signed by the HCA, is authorized to
sign acquisition documents. In addition, this authority includes
exclusive responsibility for signing software licensing agreements
(in accordance with IPM 83-4). Certificates of Appointment shall
be transmitted to the appropriate individuals in the format
designated by FAR 1.603-3 and signed by the HCA. No other
administrative restrictions or dollar amounts shall be added or
deleted by anyone other than the HCA.

Definitions

1. Contracting Officer's Warrant (COW)—A Certificate of
Appointment as a Contracting Officer for the National Park
Service. At the time a warrant is issued, the certificate will
state the name and location of the Contracting Officer, the level
of the warrant, any restrictions or limitations, number of the
certificate, and date.

2. Issuing Official—Contracting Officer Warrants shall be signed
and issued by the HCA. The Assistant Director, Personnel and
Administrative Services is the HCA for the Service.

Warrant Applications

A warrant application will consist of two forms: "Request for
Appointment of Contracting Officer" and "Personal Qualification
Statement." These forms have been revised to more accurately
provide the information required for proper evaluation of an
application. Copies of the revised forms are attached and are to
be used immediately. They may be reproduced locally as needed.
The information submitted must be complete and fully support the
need for a warranted Contracting Officer at a particular location.
Only the minimum number of employees required to carry out
procurement activities at a single location will be considered for
warrants

.

Warrant Review Process

Warrant applications from Park areas will be signed by the
nominee's supervisor and forwarded to the appropriate Regional
Office or Center. They will be reviewed by the Regional Chief,
Contracting and Property Management (or equivalent at the
Centers) , and, if approved, signed and submitted to the Chief,
Administrative Services Division (WASO) . Nominations for
Regional, Center, and WASO Chiefs of Contracting require only the
signature of the appropriate supervisor before submittal to WASO.
Warrant applications from Jobs Corps Centers will be submitted
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through the appropriate Regional Chief, Contracting and Property
Management, to the Youth Program Officer (WASO) and then to the
Chief, Administrative Services Division (WASO)

.

The warrant application will be reviewed in WASO to determine if
the nominee is qualified in accordance with the Contracting
Officer's Warrant System Manual as well as to determine that the
workload statistics provided fully justify a warrant on site.

Warrant Transmittals (WASO to Regions)

A signed Certificate of Appointment issued without exception will
be sent to the Regional Chief, Contracting and Property Management
(or equivalent at the Centers) with a transmittal memorandum
calling attention to the maintenance training requirement which
must be met within a 2-year period and any other restrictions or
limitations. When the Certificate is forwarded by the Regional
Chief, Contracting and Property Management (or equivalent at the
Centers) , the new Contracting Officer should be advised to display
the warrant prominently and to return it on the last day of
assignment to the position for which it was issued.

A Certificate of Appointment which is issued at a lower level than
requested or as an interim will be transmitted with a memorandum
explaining the deficiencies and what is required to correct them.

A warrant request which is denied will be returned to the Regional
Chief, Contracting and Property Management (or equivalent at the
Centers)

.

When the HCA terminates a warrant for any reason, the certificate
shall be returned to the Administrative Services Division (WASO)
immediately. Certificates shall also be returned to the HCA upon
the termination, resignation, transfer, or reassignment of the
Contracting Officer.

Interim Warrants

Level I and Level II warrants will not be issued on an interim
basis. Levels III and IV interim warrants will be issued on a
case-by-case basis where there are deficiencies in the nominee's
training and/or experience but the justification presented shows
that a Contracting Officer on-site is essential and there is a
reasonable assumption that the necessary training or experience
can be obtained within the 2-years allowed for interim
appointments. The warrant request shall include a statement as to
how and when the requirements for the permanent warrant will be
fulfilled. If the minimum qualifications for the permanent
warrant are not met during the interim period, the warrant will be
cancelled. The nominee will not be eligible for another interim
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warrant. In addition, it is unlikely that an interim warrant
would be issued to another employee at the same site.

Exception Authority up to $5,000

1. Project heads, technical managers, administrative personnel,
and others assigned to remote field locations who have limited
occasion to make small purchases and who do not have a Contracting
Officer on-site may be excepted from the stringent qualifications
standards of the Warrant System. However, they must have
completed 16 hours of training in small purchase procedures and so
state on their request. All requests for appointments under this
exception authority must be submitted by the Regional Chief,
Contracting and Property Management (or Center/WASO equivalent),
to the HCA through the Chief, Administrative Services Division
(WASO) .

2. A Certificate of Appointment will be issued to the employee.
Under FAR 1.603 and DIAR 1401.603. Authority to make these
appointments is not redelegable

.

3. This exception authority is limited to $5,000 for open market
purchases and up to the maximum order limitation against mandatory
Federal Supply Schedule contracts. This exception authority is
further restricted from acquiring construction over $2,000 or
services over $2,500.

Levels I and II Warrants

Contracting Officers holding Level I and Level II warrants are
restricted to actions which are handled under small purchase
procedures as defined in the FAR Part 13.

Classification Requirements

Level II warrants may be issued only to employees classified in
the GS-1102 or 1105 series. Level III and IV warrants may be
issued only to employees in the GS-1102 series.

Training Requirements

1 . Level I requires an initial 40 hours of acceptable classroom
training which concentrates on small purchases and Federal Supply
Service procedures. Maintenance training is a one-time
requirement of 24 hours within 2-years from the date of the
warrant. A Level I Contracting Officer who completes maintenance
training and is subsequently transferred and issued another
Level I warrant in a new position will not be required to take
additional training to maintain the warrant.
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2. Level II requires an initial 80 hours of acceptable classroom
training, 40 of which must concentrate on small purchase
procedures with an additional 40 hours in Cost and Price Analysis,
Contract Administration or Contract Negotiation. An additional 24
hours are required every 2-years to maintain appointment status.

3. Level III requires an initial 160 hours of acceptable
classroom training which must include 24 hours in each of five
core subject areas: Sealed Bidding, Negotiation, Cost and Price
Analysis, Contract Administration and Contract Law. Forty
additional hours are required every 2-years to maintain
appointment status.

4. Level IV requires an initial 360 hours of acceptable classroom
training. Level III training is a prerequisite for Level IV. The
additional 200 hours of training must show concentration on
advanced procurement methods and techniques. Level IV requires 40
hours of training every 2-years to maintain appointment status.

5. Maintenance training for Level III and IV Contracting Officers
who are transferred and issued new warrants will be required at
2-year intervals from the issue date of the first warrant unless
there is a considerable lapse of time between warrants.

6. Maintenance training is mandatory. Copies of training
certificates or other proof that training has been accomplished
must be provided to the Administrative Services Division (WASO)
upon completion of training. Failure to complete training
requirements will result in withdrawal of the warrant. Lists of
Department-approved training courses will be distributed
periodically.

Experience Requirements

For warrant Levels II, III and IV only full time acquisition
experience will satisfy the experience requirements as defined by
the Contracting Officer's Warrant System Manual. Experience may
be prorated for Level I.

Contracting Officer Technical Representatives (COTR)

Only warranted Contracting Officers are authorized to designate
COTR's for National Park Service contracts. The COTR exercises
only that authority specifically delegated to him/her by letter,
from the Contracting Officer. Formal COTR training, although not
mandatory, is suggested.
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Contracting Officer Records

A computerized listing of all warranted Contracting Officers will
be maintained by the Administrative Services Division (WASO)

.

This listing, organized by Region and Park, will include the name,
warrant number, series/grade, issue date, expiration date (if
any) , training required and the date by which training must be
accomplished. Regions, Centers and WASO will be provided
quarterly printouts. Any discrepancies should be reported
immediately for correction of the records.
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Request for Appointment
of

Contracting Officer

To: Head of Contracting Activity

The following findings and determinations are made pursuant to
applicable laws and regulations:

1 . There is a clear and convincing need to appoint a Level
Contracting Officer for the following quantifiable reasons
(present actual workload statistics)

:

2. The nominee Contracting Officer is:

Name
Title
Series/Grade
Location

3. The nominee's Qualifications Statement which identifies
pertinent experience, plus training and education qualifications,
is attached.

4. The nominee's Conflict of Interest Statement is on file in the
appropriate personnel office (Level II, III, IV).

5. The nominee's performance of acquisition duties is
satisfactory.

Signature of Supervisor Title Date

Regional Chief of Contracting Date
and Property Management
(or Center/WASO equivalent)
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Personal Qualifications Statement

Employee Name
Series/Grade

Warrant Level Requested:

Level I (6 mos . exp. , 40 hours training)

Level II (1102, 1105 Classification, 1 year exp., 80 hours
training)

Level III (1102 Classification, 3 years exp., 160 hours
training)

Level IV (1102 Classification, 4 years exp., 360 hours
training)

Acquisition experience which contributes to the knowledge, skills,
and abilities described in the Contracting Officers Warrant System
Manual, Appendix I (full-time experience for Levels II, III, and
IV) :

Warrant
Location Position Level Dates Yrs/Mos

Pertinent classroom hours of training as outlined for each Level
in the Contracting Officers Warrant System Manual. Appendix II
(Attach copies of training certificates)

:

Course Title Hours Credit Conducted By Dates

Equivalencies (list and describe how computed)
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REPORTING REQUIREMENTS

There are a number of standard procurement related reports
required each year. This Chapter will identify these routine
reports, establish due dates and detail the reporting procedure.
A report schedule is included for your convenience (see
Exhibit 7)

.

Responsibilities

1

.

The Program Offices are responsible for completing advance
acquisition plans in accordance with Chapter 1 of this Guideline
and updating them as changes occur.

2. The Contracting Officer is responsible for completing
Individual Contract Action Reports for each contract over $10,000
in accordance with the instructions contained in this Chapter.
The Contracting Officer is also responsible for ensuring that a

data sheet is prepared for each cooperative agreement. In
addition, the Contracting Officer is responsible for recording
actions as instructed by the Chief, Contracting and Property
Management (or equivalent for the Centers and WASO) as required to
capture data for other procurement-related reports.

3. The Chief, Contracting and Property Management (or Center/WASO
equivalent) is responsible for devising mechanisms that will
ensure complete, accurate and timely reporting.

4. The Chief, Administrative Services Division (WASO) is
responsible for providing procurement-related guidance and for
consolidating field input for Servicewide reports to the
Department. The Chief, Administrative Services Division (WASO) is
also responsible for monitoring field procedures and submittals
through data analysis and on-site reviews and providing additional
guidance accordingly.

FPDS-Individual Contract Action Report Over $10,000 (Reference
Exhibit TT

1. Form SF-279, "FPDS-Individual Contract Action Report Over
$10,000," including the Department- specific attachment (items
28-35) are the procurement data collection instruments which serve
Departmental as well as Congressional, Executive Branch and
industry needs. It is therefore essential that the report forms
be completed in a timely and accurate manner. As of February 28,
1985, the Department issued instructions for implementing this
reporting requirement. Additional copies of these instructions
will be available upon request. Also, help in completing the
forms can be obtained by calling the Administrative Services
Division (WASO)

.
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2

.

The following instructions are to be followed when Definite
Contracts , Modifications , and Orders are individually reported.
The input document SF-279 (as illustrated in Exhibit 1) must be
completely filled in for all transactions except where noted.

Individual contract action reports are required at the time of
award for all procurement actions greater than $10,000, made by
the Contracting Ofiice with non-Federal sources of supplies,
equipment, construction and services including commercial
utilities and communications contracts as well as commercial
rents

.

Contracting Offices awarding Indefinite Delivery (ID) type
contracts and Basic Ordering Agreements (BOA) for supplies or
services which may also be used by other bureaus and Government
agencies, shall be responsible for the initial reporting of the
transaction. ID or BOA instruments shall report certain orders
under these types of contracts.

3. The following types of transactions are reportable on the
SF-279. THESE REPORTS ARE TO BE COMPLETED AT THE TIME OF AWARD
AND SUBMITTED IMMEDIATELY TO THE CHIEF, ADMINISTRATIVE SERVICES
DIVISION (WASO) . One copy shall be retained and placed in the
contract file.

a) Definitive Contracts:

New Definitive Contracts—where the initial dollar obligation
under the contract is greater than $10,000.

- Indefinite Delivery Contracts—when it is anticipated that
orders issued will individually exceed $10,000. Orders exceeding
$10,000 must be reported separately.

- Letter Contracts—where maximum liability of the Government
stated in the Letter Contract exceeds $10,000.

Definitive Contracts superseding a Letter Contract when the
dollars obligated under the contract exceed $10,000. In instances
where Letter Contracts were reported because they exceeded
$10,000, the dollar amount being reported for the superseding
definitive contract should be the difference between the dollar
amount obligated under the Letter Contract and the dollar amount
obligated under the Definitive Contract.

- All contracts with Small Business Administration (SBA)
regardless of dollar amount made pursuant to Section 8(a) of the
Small Business Act.
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b) Modifications:

Terminations to contracts awarded after October 1, 1978, when
the termination results in an obligation in excess of $10,000.

- All modifications, regardless of amount, to SBA Section 8(a)
contracts.

All other modifications in excess of $10,000 to contracts not
covered above, regardless of when the contract was awarded.

c) Orders:

- Orders placed under another agency's contract (e.g., GSA Federal
Supply Schedule Contracts) , are reportable when the dollar
obligation is in excess of $10,000.

- Orders placed under Indefinite Delivery Contracts and Basic
Ordering Agreements awarded within the Department are reportable
when the order is in excess of $10,000.

- All orders placed under Section 8(a), contracts with SBA.

Standard Form 281, "Summary of Contract Actions of $10,000 or
Less" (Exhibit 2

J

This form will be used to list all "CX" prefixed contract actions
(including modifications) under $10,000. The Servicewide
Quarterly Summary automatically lists purchase orders with the
"PX" prefix, however, it will not pick up "CX" prefixes.
(Subsequently, the need for manual reporting of "CX" contracts
under $10,000). This report is to be submitted to the Chief,
Administrative Services Division (WASO) , within 10 days following
the end of each quarter.

Attachment to the SF 281, "Subcontracting Report on Selected Prime
Contracts and Awards to Historically Black Colleges and
Universities" (Exhibit 3)

In order for full Procurement Preference Program credit to be
given, the attachment to the SF 281 must be completed. This data
cannot be captured through any other report mechanism; therefore
all Contracting Offices must complete the attachment and submit
it within 10 days following the end of the each quarter, to the
Chief, Administrative Services Division (WASO)

.

Semi-Annual Labor Enforcement Report (Exhibit 4)

Title 29 of the Code of Federal Regulations, Part 5.7(b), requires
Federal agencies to furnish the Department of Labor reports in
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compliance with and enforcement of the labor standards provisions
of the Davis-Bacon Act and its related acts.

Reports shall be prepared by the Regional Contracting Office and
submitted on a semiannual basis each year (by April 5 and October
5) to the Chief, Administrative Services Division (WASO) . In
instances where no action has taken place, a negative report is
required.

Federal Assistance and Interagency Agreements (Exhibits 5 and 6)

All agreements executed by the Service must be reported on an
Agreement Data Sheet (Exhibit 6), and submitted to the Chief,
Administrative Services Division (WASO) . This includes
cooperative and interagency agreements and memoranda of
understanding, and any subsequent amendments or reaffirmations,
regardless of value. In addition to the Agreements Data Sheet, a
Federal Assistance report form (SF-424, shown in Exhibit 8) must
be completed for all cooperative agreements. Reports are due to
the Chief, Administrative Services Division, (WASO) within 30 days
after the agreement document has been fully executed. Additional
details concerning this reporting requirement are contained in
NPS-20, Federal Assistance and Interagency Agreements Guideline.

Advance Acquisition Planning

The Regional Chief, Contracting and Property Management, or
(Center/WASO equivalent) is required to report Advance Acquisition
Plans to the Chief, Administrative Services Division, (WASO) on a
yearly basis. Updates are required quarterly. The yearly report
and quarterly updates are submitted in the format shown in
Chapter 1, Exhibit 1, Summary of Planned Contract Actions.

Reporting requirements and procedures are contained in Chapter 1

of this Guideline. Reports are to be submitted to the Chief,
Administrative Services Division (WASO) , no later than November 10
of each year with quarterly updates due within 10 days after the
end of the quarter.
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undar taa OtaadvaAtaaad/Minority
luaiaaaa Juocantracxvnf Proaraa

2a. Nua&ac of Priaa Contractora Suoauttmf 0iaadv4r.?aaad/Mi.nori:y luaiaaaa Sus«
contractma Raporta-

so. -

TTTTT HI an* «>!";3J:?!!3 W! WaasJ

Muaear -5
Acticna

rat*. I3THri
'Afflt. :.". 30C0 !

3a. prccoaoot awards

30. GRANTS

3c. Ceoparatlra Aaraaaanta

• THIS PORM IS TO It ATTACKS ANO SU1NXTTS8 WITH TSI SF-211 'SUMMARY. OP CONTRACT
ACTIONS OP 510,000 or LXSS.*
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ACQUISITION
NPS-62
Reporting Requirements

LABOt STANDA1DS EVPOtCZMEWr UPOtT

GUIDELINE
Chapter 13

EXHIBIT 4

1. Period covered*

2. Nuaber of coqc races awarded:

3. Total dollar aaount of prlaa
cone racea avardad:

*. Nuaber of eoaeraecora/
subcontractora afaloat whoa
coaplelnte vara received:

S. Nuaber of laveetlgatlono
coapleced:

7.

8.

6. Nuaber of eoaeraeeora/
aubcoaeraeeora found la
violation}

Aaount of wage raatltutloa
found due:

(a) Davie-Bacon and Ralaead
Acta:

(b) Contract Work Houra and
Safety Standarda Act:

Nuaber of eaploveec dua vaga
raatltutlon undar cha Davla-
Bacon and Ralatad Acta and/or
cha Contract Work Houra and
Safety Standarda Act:

9.

10.

Aaount of liquidated daaagaa
aaaaaaad undar cha Contract
Work Houra and Safety Standarda
Act:

•i title, agency, and telephone
ir of pereoo eubalttlng

report:

*Cooatnictlon **Non-Conetruction

11* Reaarka:
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ACQUISITION
NPS-62
Reporting Requirements

GUIDELINE
Chapter 13

EXHIBIT 5

DATA SHPT

L. Agreement Number: mmm

2. Partlee eo Agreement:

a. National. Park Sarvlea (UASO Dlvleioo, Ragloa, Park)

b. Other(s) (Orgaalaaelon Nam and Addreee)

3. National Park Sarvlea Funding Data (If Applicable):

a. Amount eo ba Obligated (Current FY) $_

b. Account Number
c. Object Claae

~"

4. Type of Report (Circle) and Tern (Year, Month, Day):

a. Basic Beginning Date,
b. Reaffirmation Beginning Dece_

c. Supplemental/Modification Beginning Dace'

S. Purpose of Agreement:

.Ending Data,

.Ending Data]

"Ending Data

Category Code:

a. Primary _
b. Secondary

Signature:

Dame, Tide, Office of
j

Signacure
Official Signing Agreement [(Official Signing Agreement

Date
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ACGUlsrrioy guideline
NPS-62 Chapter 13
Reporting Requirements exhibit 5A

Instructions for Data Sheet

ehe1. A ftrecaeat luaber - co be consistent with oeher entries la t

PfU systoa, beginning la FT 1903 (or whoa chit Guideline l«

published), ehe agreeaene auaber shall be constructed as

fallows

t

Type of Afroeaeae (2 digits) * Originating Off lee Code (4 digits)
- fiscal Tear la which algaed (1 digit) - Serial Suaber (4 digits
beginning with digit which represents decade)*-e.g. , 1A-0475-5-8001)

The type of agroeaeat shall be coded ss, follows:

CA Cooperative Agroeaeat
IA Xatarageaey Agroeaeat
MO Meaoraadua of Understanding
MA Meaoraadua of Agroeaeat

Existing agreeaene auabers need not be changed ualess there Is a

new fund citation for FT 1983, or later. Za that case a new
nuaber auat be assigned to aake ehe agreeaene aa obligee lng
docuaent. Normally egreeaents carry ehelr original nuabers when
reaffirmed or aaaaded and are reauabered ooly when rewritten, at
which elae ehe old agreeaene should be reporeed ae terataated.

Agreeaenes signed by the Secreeary or ehe Assistant Seereeery will
be carried In the cataloging syseea for information purposes hue
will be exempt froa the five-year tera requirement. Theae
agreeaenes will be carried as CA-SECT-2-dOOi (for exaaple) for
Secreeary, or CA-ASFW-2-0002 (for exaaple) for ehe Assistant
Secretary for Fish snd Wildlife and Parks. SECT sad ASFV nuabers
are assigned by the Administrative Services Division, VASO.

2. Pareles co ehe Agreeaeae - Llse all pareles eo ehe agreeaene.

3. Funding - Provide NFS funding data aa Indicated.

4. Type of repore - underline Type and fill In Term of Agreeaene.
Por basic report provide beginning and ending dates; the term
cannoe exceed five years unless Justified in writing. For
reef f iraaelon or supplemental reports provide the beginning
and eadlag daeea for the basic In addition to the term of the
reef f Iraaelon or suppleaeneal agreeaene.

3. Purpose of Agreeaene - A short description of the purpose of
the agreeaene.
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ACQUISITION GUIDELINE
HFS-62 Chapter 13
Reporting Requirements exhibit 5b

»• Category code - the category codeo ere listed below.

Agreeaeate will noraally fell cleerly Into one category, la cat*
of overlap, deterelae which predoalnetco ead aeslgn that category
auaber ee the prlaary end the neat aoet significant category es

the secondary.

7. Signing Official - ffaee, Title, Office, Sifaeture «ad Date

Cetetory Codeo - Apply oaly to egreeaeat ins truncate cowered la
thle Guideline.

01* Fire - Agreeaente eetebllehlng mutual fire control
eeoloteaec— both wildlife ead otructursl.

02. natural looonrco Meaeaeaeat - Fieh, wildlife, toll ead
aoisture, etc

03* Frooorvotloa of Hletorlc Froportloo - Agreeaeate reletlag
to the aelcteaeacw ead preeervctloa of hletorlc proper-
tiee. Thle cetegory eey eleo be need for thoee egree-
aeota providing for doaetloae for the reetoretloa of such
proper

t

tee* Sectloe 106 cleereacee auet be obtelaed bar
ere exeapt fro* requlrceente of thle guideline ead need
not be reported.

04. Research - Agreeaentt with universities , collegee end other
educational institutions, private foundetloae, groups, etc.,
or with other governaentei bodlee for the purpose of con-
ducting reseerch.

05. Ptllltloo ead Envlronaentel Moaltorlnt Dewlcee - Non-
procureaent egreeaeate which relete to the provision of
water, sewer, power, telephone service, gerbege disposal,
etc*, ee well ee the pleceaent on Park Service leads of
envlronaentel aonltorlng devlcee such ss rein, flood, or
snow gouges.

06. Student ead Tooth Eaplovaoat - Agreenent* with edueetlonel
or other institutions for the eaploywent of students or
youths such ee college latere progreae, WIN, etc.
(Cooperetlve education agreeaeate are not reporteble)

07. Interpretation and Orleatetloa - Agreeaente for Interpreter
tlon loathe parks (such ee cooperetlng associations, local
historical socletlee, etc.) and for other purpoeee such ee
the provision of lnforaetloa or other orlentetion services.

Release No. 1
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ACQUISITION GUIDELINE
NPS-62 Chapter 13
Reporting Requirements exhibit 5C

OS. Coaatroctlon and Maintenance - Agrseaeats which
cover buildings, toads, trails, sitae, sad squlp-

aeat of a aoe-procureoeat aacare not specifically
identified to another category.

Of. Traaaportstioa and Vshlculsr Use aad Malataaaaco - Woo-
procureaeet agreeaeats related co eraasportaeloa or the
aalateaaace aad servicing of vshlcles to Include baa
tours, elreraft use, parking facilities, aad other
sueh uses, noraally with other goveraaent bareaus or
agendas.

10. Leads sad Bulldlnts - Hen-procureeent sgreeaeats which
cower roed access, building use, etc.

11* Public Health. Safety end Protsctloa - Law eaforceaent
egreeaents relatlag to radio frequencies sad install-
ations.

12. Shared Plannlnt. Dovolopaont. Adainlstrstlon aad
Operatloas - Agrseaents which establish Joint
operstlons, autual planning, recognition of alssloa,
etc.

13. Techalcal Asslstsace - Agrseaents which provide for
technical assistance to other pertles which aay include
training, planning, inforaatlon disssainstloa, etc.
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ACQUISITION
NPS-62
Reporting Requirements

FEDERAL ASSISTANCE

op Miwr (optional)

2. tffU-
CANTS
appu-
CATION

b.OATS
Tmr mmm my

It

3. STATE

CATUN
oenv

WTtTO H
AJBOMBD
tY STATS

GUIDELINE
Chapter 13

EXHIBIT 6

OMB Anggg No. w-qoot
.NUMBS*

b. QATI
KM' 'noaiA da,

19

•.OOUB*

»»ooa».

«. EMPLOYER OBNTWCATION HUMBtP, (EM)

OtanCPIW MULT-LEQ
a. TTTUt

7. TITLE OF APPLICANTS PFCJBCT (Uw i
IV <* M* ton* ID

I itf •• 1 TYPE OF APPLCANT/P«aP»*rr

I ttmAOrmOJKTmrtCTfNmmm'* 10.ESTSAATBDorma
11. TYPE OF ASS«TANCS

<sr-~ CD
n FUNONQ 13. OONQFCnONAL MSTPJCTS OF:

14. TYPE OF APPLCATCN

JBB4L
b. APPLICANT

£JTAT5_

dtOCAl.

«. QTHEP.

00

00

.00'

4. APPLICANT

is. ppoject start
°*n Tmr mmm

11

it 0ATE DUE TO

um—>,n
1*. PROJECT

duration

17 TYPtOFCHAM«i abrH*»HW

To. I M\ 10
iw pS-BpLXE

It FEDERAL AOENCY TO RECBVS PSOUSST JO. LUSTMQ I

«. OAOANttATIONAL UMT R* APPROPPAATSj D. AOMPMTWATIVS CONTACT (P KNOWNT

21.

22.

THE
APPUCANT

THAT**

rvtrTHTfiOTcToTl
EXEOUTME ORDER 12372 PROCESS FOR REVKW ON:
0AT1

6. NO. PROGRAM • NOT COVERED BY £0 1072
OP) PROGRAM HAS NOT KEN SELECTED BY STATE FOPl REVKW U

/APPUCATTON WAS UAOt AVA&AEU TO THE STA*J

a. TVPIEO NAME AND TTTUE

BSNTAT1VE

6. SONATURE

14. APPUCA. Tmr mm* mr
TON

It

25. FEDERAL APPLICATION OCNTOCAT10N NUM» 20. FEDERAL aAANT CBNTWCATICN

FUNOMQ K
STARTHQ
DATE |>

27 ACTION TAKEN

Qt AW
Ob.
De.

II

O ft. PHUNNEB for
E.0 12J72
SY APPUCANT TO
STATE

Q*. OWWD
at WITHDRAWN

A FEDERAL

b. APPLICANT

C STATE

& LOCAL

A QTV<W

t. TOTAL

2». ACTION DATE*. 19

31. CONTACT POP) AOOmONAL MPOPMA-
VOU <Nmmt mi i

32.

OATI it

Dr. D.

• HO?

standard formm*m
i + OmBC
January 1986
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ACQUISITION
NPS-62
Repos4»iaq-Ra6p .ii roma nftg .

—

•GUIDELINE
Cfraoter 13
EXHIBIT 6A

aiMiiuL mermxmom fopi rm

This is a standard form uacd by appttcanta m a roqutrad facaahaat for praapplicationa and appteaHona aubmrttod in accordi

with OMB Circular A-102. it wi ba uaad by Fadarai aganciaa to obtain applicant cartiftcation that stataw which hava aatabkah

rev^w and oommant precadura in raaponaa to Exacuttva Ordar 12372 and hava saiactad tha program to ba indudad in

prooaaa hava baan gfcan an opportunity to raviaw tha applicant's submission.

APWJCJWT WOCtDUWn POW MOTION

I

Appacant wP oonpm al Name m Sacaon i wHl tw eaaepaan of Bob 3. Sum AppSoascn ideraner/' rf an itom » not

imm '••." and i« Secbon IV. AnSMB—i toSowe tor each earn:

"NA." it

2a.

2».

0M8 OraMr a-102 and Fader* agency program inanjcaone. Um of

Wi town t Noam efMawi a t Stoto opbon. FaPSBJl aasnows da
not rajQUM NOwbDM Of eTw)aW*\

AopACaWt Oajafl OOflaTOi fVTatJeW , rf OSSaTVd.

I la praparad (at appteanra cpaon).

by

Date iiignia by I

Legal name of eppeoant, name of primary oroanonaonal una whton wa
_-_ ._ ... . —— _-.-,, »~-. . ... —_ or eppeoant. mo
and wtophono number of Via paraon wno can provide furtwr

5

6a.

8b

7.

S.

9.

10.

11.

12.

LmOKr|rW lOaWnCaWOn raUfTeOaw IfcJN) Of ippwCaVW M MaOnvQ Qy TO
M^ajajrrayj Rw^fJTwje) 3a»Tvio#

uaa Caatog of Federal OomaaSe 'aetotonoc (CFOA) numbar aeafcjned

lo pjQBrSfll under anon esoaatnM la ropuaaad. if mora tan ona
program te.g, fon tunoeigj. onecx rmaepw eno expMn in 3w,gmi
iv. if unknown, cut Pubee Law or U.S. Coda.

Program uaa from CFOA. Abbrevtoto if nicnaary.

Uaa SaeSon IV to provide a aummary daacrtpton of tha projact if

spproprwto, l.a., rf profacf effects particular mm as. for example.

conaaucSon or raai propany projacla. attach a map PtowSig tha

"Cay" Inoiudaa town, townahlp or otm rnurectoaay

Uat only larpjaal una or unNa afwctod. auch aa Sabs, counly. or dry.

Eedmeajd number of oereone deacty rMwebng fro

Chack tw fypa(a) of sasiaanci raquiaairj.

A. Baato Qrara an original raquaal tor Federal funds.

B. SuwMimmJ Oram a raquaal to meraaaa a baato gram m l_
caaaa whara tta aagtola apptoanl cannot tupofy tw raqulrad

naaawejisttsfaal f» owe faPsraJ program (e.g.. graras awarded
by tw Appalaohlan Ragtonal Commtoaton to prcMew tw appacant

a matching etwre).

E. Otwr. Explain m Saeton IV.

Amount raquaatsd or » ba aanatoutod during tha teat fundfng/budgat
partod by aach oorartoutor. Vaiua of in*** oonaibuaona should ba
mcruoao if rm Kaon m * ctwnga m doaar amourt of an eoMng graoi

(ara«totonor

ttoohanga. For

trom Fadarai Qo^rarrvr

13b.

14.

i

u

ndarrtom 14), kwtoato onlythaamou
ratoaa tia amount in parinhaaaa. if

raa ara inoJudad. braawoul m Sacaa
fv muatoto program runelng, um Mara
m SaaSon IV. ia amount raquaatac

i2b—amount appacant «a oorwtouto. 11

f Wi % SaWa* law
it not 8 aQOasi ooMawnnnnL I2a> avnoiart atom my c

MMaaaaaan an ala^aSHaaa aW

Tna otaavaai wnani moai or auaun wom • oa acoonvaanao. w

wlda or
"

A. Naw. A aubaabai tor protoct not praatouaty fundad.

B. ftanawat An ardanaton tor an addMtonat fundtog/budgat partod

profaoi na»w^ no prepcajo compMraon oaja. out wr wraon rat

auppoft muat ba ranawad aach yaar.

C. fia>Mlon. A modtacaaon to prelact nostra or aaopa wranri may r

m tewing changa Qnoraaaa or aacraaaa).

0. Ccoanuaaon. An axanton for an acMSonat teiotig/buagat pa

for a proiaot wan a ppojactod oomptoson oaaa.

E. Autjrtaaaatlpn. A raquframant tor aabBJanai tonda tor a pn

oravtouatv awardad funds m tha aama fundtog/budgat papravtoualy awardad funds

Projact naajra and soapa u

IS.

16.

17.

18.

19.

20.

21.

to bagfn (uauaay

Offunrjng).

Clflfnitart nUstliMf 01 fflOfafflB ID OOfTlOlOlal prOpVCt aaHsV

ara avaJrabts.

Compfata only tor nraatona (bam l4o). or augmaiaaSma (Ham 1*

Data praappScaa^appaoaScn muat ba aubmbbd to Fadarai apt
in ordar to ba aSgSjfa tor funding ccnatdaraaon.

i of tat Fadarai agancy to which was raquaat

•a cfaany aa poaacas tw nama of tw ofSca

laalbsi

£«ang Faoarai arant OanaacMor. numpar * twi la not • naw raqut

and onracSy ratoan to a pnwtoua Padaral acaon. OSiarwtoa. wn
"NA."

Chack apprcprtata boa at to whatoar SaeSon rv of form oomr
ramarka and/or adotaonaJ ramartai ara r

APMJCAMT bfKrCtOUfWt FOfl StCTION II

22a. Complsb) »

aam 22a or 22b at* aama 23a and 23b.

• aubtoct to EncuBva Ordar 12372 (Stats 22b.

23a.

Chadc if appaoaaon to not
Nama and aaa of autorbad

to E.O. 12372.

of

FIOHIAL AQOICY W*OCMDU*iM FOfl StCTION III

Applicant oomplatsi only Sacaona I and ll. StcMli oemptatad by I

26. Um to idanafy awwd acaona.

27. Um Sacaon rv to ampMfy whara appropriate.

28. Amount to ba oonrtouiad during tha flrat furtofng/budgot partod by
aach oorartoutor. Vatoa of kvwnd oorartbuttona wb ba rnctodad. if tw
acaon m a changa m dotar amount of an atoaang grant (a ravtoton or
augtiMaaaon undar aam 14). indtoata only tw amount of changa. For
dacraaaaa, snotoM tw amount in paMaw rf bott basic and
njpplamanM amourw ara ncJudad taraatou in Sacaon IV For muapW
program funding, um towta and ahow program braakouts m Sacaon rv.

28a>-amount awardad by Fadarai Qcvarnrrwnt 28b—amount appacant

la not a St
2Sd-amount from tocai aoMmww*. n appacant la >x* * toe* oo*
man 26a amount from any ofwr aourcaa. a^ptoJn m Sacaon rv.

29. Data acaon woa baan on twj i

30. OatofurtobwMbaoomai
31. Nairw and aMphuianurrtoar of agancy paracn who can prcMdam

32.

33. Chack

' wnioh Una «W no tongar ba

bo> m to whaawr
i and/or

rv of torm oona
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ACQUISITION
NPS-62
Reporting Requirements

Due Date

1 . Upon execution of
contract

2. 10 days after end
of quarter 01-10,
04-10, 07-10 and 10-10

3. 10 days after end
of quarter 01-10,
04-10, 07-10 and 10-10

4

.

5 days after end
of 2nd and 4th
quarters (04-05 and 10-05)

5. 30 days after Agree-
ment Execution

6. 30 days after Coopera-
tive Agreement Execution

GUIDELINE
Chapter 13
EXHIBIT 7

Reporting Schedule

Report Title and No.

FPDS Individual Contract Action
Report Over $10,000, SF-279
and Interior-Specific Attachment

Summary of Contract Actions of $10,000
or Less (excludes small purchase
transactions, SF-281

Subcontracting Report on Selected
Prime Contracts and Awards to
Historically Black Colleges and
Universities, SF-281-Attachment

Semiannual Labor Standards Enforcement
Report , NONE

Agreements Data Sheet, NONE

Federal Assistance Report, SF-424

7. 40 days after end of FY Summary of Planned Contract Actions,
(no later than 11-10) NONE

8. 40 days after end of FY Consolidated Advance Procurement Plan,
(no later than 11-10)

9. 10 days after end of
quarter except 4th
quarter (01-10, 04-10,
and 07-10)

10. 10 days after end of
quarter except 4th
quarter (01-10, 04-10,
and, 07-10)

NONE

Summary of Planned Contract Actions
(Update), NONE

Consolidated Advance Procurement Plan
(Update), NONE
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