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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 4200.1A
	Subj:
	ISC PORTSMOUTH PROCUREMENT PROCEDURES


	Ref:
	(a) Simplified Acquisition Procedures Handbook, COMDTINST M4200.13 (Series) http://www.uscg.mil/ccs/cit/cim/directives/CIM/CIM_4200_13G.pdf
(b) Federal Acquisition Regulations http://205.130.237.11/far/ 
(c) Department of Homeland Security Acquisition Regulation https://dhsonline.dhs.gov/portal/jhtml/dc/sfi.jthml?doid=19183  
(d) Department of Homeland Security Acquisition Manual https://dhsonline.dhs.gov/portal/jhtml/dc/sfi.jthml?doid=19076 
(e) Coast Guard Acquisition Procedures, COMDTINST M4200.19 (Series)  http://www.uscg.mil/hq/cg-85/Programs/CGAP/CIM_4200_19H.pdf 
(f) Property Management Manual, COMDTINST M4500.5 (Series) 


1. PURPOSE.  The purpose of this instruction establishes procedures for procurement actions administered by ISC Portsmouth.

2. ACTION.  ISC Division Officers and Commanding Officers of commands that obtain supplies and services through the ISC Portsmouth Procurement Branch shall ensure that their personnel are aware of and comply with this instruction.
3. DIRECTIVES AFFECTED. CG ISC PORTSVA INST 4200.1 is cancelled.

4. DISCUSSION.  

a. This instruction establishes local polices and procedures that supplement those established by references (a) through (e).  It should be used by those involved in acquiring supplies and services through ISC Portsmouth’s Comptroller Division Procurement Branch.
b. Enclosure (1) lists different types of procurement actions and summarizes the requirements and procedures for each type. In general, procurements may involve supplies, services, or construction. The requirements differ depending on the type of procurement and the dollar amount involved.
c. All persons who initiate or review procurement actions are reminded that every procurement action, regardless of dollar amount, must comply with the applicable portions of references (a) through (f), whether or not the purchase is made with the Government Purchase Card. 
5. PREPARATION AND SUBMISSION OF PROCUREMENT REQUEST.

a. All procurement requests (PRs) shall be initiated in the Financial Procurement Desktop (FPD) program. Failure to include required information may delay the procurement action.  The following information must be provided for each PR:
(1) The requisitioner’s name, phone, and fax number;
(2) A complete document number (the document number must include 27 if the contracting site will be ISC Portsmouth and 84 if the contracting site will be Maintenance and Logistics Command Atlantic (flp) – see enclosure (1);

(3) Suggested source of supply, including company name, address, phone/fax numbers, and point of contact.  Note:  To execute a paper purchase, the vendor must be registered in Central Contractor Registry (CCR) at www.ccr.gov before an award can be made;

(4) Consignee and destination address;

(5) Required delivery date;

(6) Completed government furnished property block;

(7) Item description, including make, model, sizes, color or any other significant identifying information;
(8) Complete accounting string; and
(9) If required, a statement of work as described in enclosure (2).
b. Under Chapter 2 of reference (a), requisitioners must consider the following sources of supply in the order listed.  A product may not be purchased from a lower priority supplier if it is available from a higher-priority source of supply:
(1) Agency inventory (e.g., Coast Guard Engineering Logistics Center);

(2) Excess property from other agencies (DRMO, etc.);

(3) Federal Prison Industries, Inc. (UNICOR);

(4) Products manufactured by persons with severe disabilities and available through the Committee for Purchase from People Who Are Blind or Severely Disabled under the Javits- Wagner- O’Day (JWOD) Program (e.g., National Industries for the Blind, NISH);
(5) Wholesale supply sources such as General Services Administration (GSA) stock program, the Defense Logistics Agency (DLA), Department of Veterans Affairs (VA), and Military Inventory Control Points (ICPs);

(6) Mandatory Federal Supply Schedules (FSS);

(7) Optional use Federal Supply Schedules (FSS);

(8) Open-market commercial suppliers.
c. Printing and copying services may only be obtained through the Government Printing Office (GPO), GPO Simplified Purchase Agreement (SPA) program, or with a GPO waiver.
d. Office supplies (pens, paper, toner cartridges, etc.) may only be ordered through the DHS EMALL system.

e. Microsoft, Oracle, and Autonomy software products may only be ordered under Department of Homeland Security Blanket Purchase Agreements.

f. Any PR for information technology (IT) equipment, e.g. computers, must include the appropriate approval from ESU Portsmouth.

g. Any PR for construction services to be performed at ISC Portsmouth must be routed to the ISC Portsmouth Facilities Engineering Division for approval.  A PR for construction will be returned to the requisitioner without action if it has not been approved by the ISC Portsmouth Facilities Engineering Division.

h. Under Part 13 of reference (b), the contracting officer must promote competition to the maximum extent practicable. Generally, this requires solicitation of at least three sources.  For procurements under $3,000 three quotes are not required, however “fair and reasonable” pricing must be demonstrated.  For purchases over $3,000, three price quotes should be submitted with each PR for an open-market purchase.  For supplies, copies of ads, catalog entries, or internet listings may be used as quotes.  Whenever possible, requirements should be based on performance standards rather than identifying a brand name that is only available through one source.  For any procurement over $3,000, written justification for other than full and open competition is required if the item is available through only one source. See enclosure (3).

i. Table 1 of Federal Standard 313C is provided as enclosure (4).  Under COMDTINST M16455.10, Emergency Planning and Community Right-to-Know Act and Pollution Prevention, a PR for hazardous materials included in the Federal Supply Classes listed must include a Statement of Essential Need (SEN) and be routed through the ISC Portsmouth Pollution Prevention Coordinator (PPC) for approval prior to purchase.  See enclosure (5).  A PR for hazardous materials will be returned to the requisitioner without action if it does not include a Statement of Essential Need or has not been approved by the ISC Portsmouth Pollution Prevention Coordinator (PPC).
j. Subpart 23.403 of reference (b) requires agencies to purchase items manufactured from recovered or recycled materials.  Enclosure (6) lists categories of items that the Environmental Protection Agency (EPA) had determined can be made with recycled or recovered materials.  This list is not all inclusive and requirements should be checked against the EPA’s website: www.epa.gov.  For listed items, the requisitioner must submit a competed copy of enclosure (7) with the PR.  Written justification is required if an item does not contain the minimum recovered material content under EPA guidelines. Justification may include that items meeting EPA guidelines: 
(1) Are not competitively available within a reasonable period of time;

(2) Do not meet appropriate performance standards; or

(3) Are only available at an unreasonable price.

k. The originator must print a hard copy PR from FPD and submit it with any of the additional required documentation described in enclosure (1).  The hard-copy PR must have original signatures from the Approving Official and the Funds Certification Officer.  The Approving Official and Funds Certification Officer cannot be the same person.
l. PR’s can be submitted to the Procurement Branch either by hand carry (preferred method) or guard mail.  In the future, electronic submittal of PR’s will be available.  ISC Procurement will distribute further guidance when this option becomes available.
m. The requisitioner should forward the “Receipt Copy” from the PR to the Procurement Branch when the item is received.
6. PROCUREMENT BRANCH PROCEDURES.
a. Procurement Request.

(1) When a signed PR is received, it will be time and date stamped by the requisitioner and placed in the PR drop box located in the Procurement Branch.
(2) At 0700 each morning, Monday through Friday, the PRs are collected from the PR drop box and delivered to the Property Branch.  Per reference (f), the Property Branch will review each PR from within ISC Portsmouth to determine whether the item(s) is reportable property and must be added to the unit’s property record.  Note:  Other commands shall locally review and certify each PR for property IAW reference (f) prior to submitting it to ISC Portsmouth.
(3) The Property Branch returns the PR to the Procurement Branch.
(4) After review by the Property Branch, the Procurement Branch staff will enter the PR into the ISC Portsmouth Procurement Database, log it into the PR log, and assign it to a purchasing agent.
(5) Once the purchasing agent places the order, the original PR is filed in the Procurement Branch, one copy is sent to Shipping and Receiving, and two copies are sent to the requisitioner (one for information and one as a receipt copy for when the item is received). The purchasing agent will update the Procurement Database. 
(6) After the item is received and the appropriate charges have been fully documented (receipted for either by credit card or purchase order), the file will be annotated as “Completed” and filed.
b. MILSTRIP Orders.

(1) MILSTRIP orders originate on an ISC Portsmouth modified SURF Requisition Log (see Encl. 8).  Each request must indicate the appropriate MILSTRIP Priority Code.  For ISC Portsmouth the following Priority Codes are assigned:
	     Priority
	                              Purpose

	        03
	Unable to perform mission – 2 day shipping

	        06
	Impaired operational capability – 12 day shipping

	        13
	Routine – 31 day shipping


(2) Once a signed MILSTRIP is brought to the Procurement Branch, it is time and date stamped and placed in the PR drop box located in the Procurement Branch.

(3) At 0700 each morning, Monday through Friday, the MILSTRIP orders are collected from the PR drop box and delivered to the Property Branch.  Per reference (f), the Property Branch will review the orders generated from within ISC Portsmouth to determine whether the item(s) is reportable property and must be added to the unit’s property record.  Note:  Other commands shall locally review and certify their MILSTRIP for property IAW reference (f) prior to submitting it to ISC Portsmouth.   
(4) The Property Branch returns the MILSTRIP Requisitions to the Procurement Branch.  These orders are assigned to the Storekeeper sitting at the MILSTRIP desk, who then enters the requisition into the below mentioned database once they have been created in FLS.

(5) MILSTRIP requisition NSN numbers will be verified in FEDLOG prior to being created in FLS.

(6) Status for all outstanding requisitions will be checked in FLS each Friday and the Procurement Database updated accordingly. 

c. EMALL Orders.

(1) Once a signed PR is brought to the Procurement Branch, it is time and date stamped and placed in the PR drop box located in the Procurement Branch.

(2) At 0700 each morning, Monday through Friday, the EMALL orders are collected from the PR drop box and delivered to the Property Branch. Per reference (f), the Property Branch will review the PR to determine whether the item(s) is reportable property and must be added to the unit’s property record.  Note:  PRs from other commands shall locally review and certify the PR for property IAW reference (f).
(3) The Property Branch will return PRs to the Procurement Branch, who then enters the PRs into the below mentioned database, manually logs them into the PR log, and then assigns the PRs to the appropriate purchasing agent.
(4) In order to place the EMALL order, a shopping cart from EMALL must be forwarded via e-mail to the purchasing agent assigned EMALL orders prior to purchase.  For information on the current EMALL assigned purchasing agent, contact the Procurement Branch.  If an EMALL order does not have a cart created, the originator will be notified by the purchasing agent to create the cart in order to complete the purchase. 

(5) Once the order has been placed, the status shall be updated in the Procurement Database. The status of pending orders shall be checked every Friday.  

7. PROCUREMENT STATUS.
a. The status of all orders may be checked at anytime, by any member, through the ISC Portsmouth Procurement Database.  The database can be accessed through the ISC’s website, www.uscg.mil/mlclant/iscportsmouth.  Select the “Comptroller” tab at the top of the page, next select “Procurement,” then double click on the “Procurement Tracking System.”  PRs are input into the system daily, and all status is updated every Friday.

8. ENVIRONMENTAL ASPECTS AND IMPACT CONSIDERATIONS.  Environmental considerations were examined in the development of this Instruction and have been satisfied through adherence to paragraph 5.i. and 5.j. of this instruction.

9. FORMS/REPORTS.  The MILSTRIP requisition form required is included as enclosure (8).  No reports are required.



//S//


T. R. CAHILL
Encl:
(1)
Procurement Process Table


(2)
Statement of Work Guidance

(3)
Sole Source Justification Memo
(4) Table 1 of Federal Standard 313C
(5) Statement of Essential Need
(6) US Environmental Protection Agency Designated Recyclable Items
(7) Requisitioner Determination
(8) MILSTRIP Requisition Form
Dist:
List I, II, III
CGD FIVE (dr)

CG MLC LANT (fp)

CG LANTAREA (aa)

CG AIRSTA Atlantic City

CG AIRSTA Elizabeth City

CG CAMSLANT

CG LORSTA Carolina Beach

CG ACT/MIO Europe

CG MSRT Chesapeake

CG MSU Hampton Roads

CG MSU Wilmington

CG PSU 305

CG Sector Baltimore

CG Sector Delaware Bay

CG Sector North Carolina

CG Sector Field Office Atlantic City

CG Sector Field Office Cape Hatteras

CG Sector Field Eastern Shore

USCGC BLACKBERRY

USCGC DEPENDABLE

USCGC DILIGENCE

USCGC ELM

USCGC JAMES RANKIN

USCGC SLEDGE

USCGC SMILAX

USCGC VIGOROUS

USCGC WILLIAM TATE

	Supply < $3,000


	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures.

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures.

- After goods are received provide signed/dated receipt 

  copy of PR/contract to the Procurement Branch.
	- Verify terms/conditions w/vendor.

- Determine price reasonableness.

- Process procurement within 5 days of receiving 

  completed procurement package. 

- Notify customer of delivery status.

- Receipt copy entered in FPD for vendor payment.

	Supply > $3,000 < $25,000


	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures.

- Provide complete description per line item and/or

  detailed spec if necessary.  See enclosure (2).

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures.

- Provide three recommended sources of supply, to 

  include complete address, phone/fax no./POC.

- Sole source justification if required.  See enclosure (5).

- After goods are received provide signed/dated receipt 

  copy of PR/contract to the Procurement Branch.
	- Solicit, evaluate, negotiate, award contract.

- Post on bid board if >$10K.

- Include applicable clauses w/solicitation & contract.

- Process procurement within 14 days of receiving 

  completed procurement package.
- Enter Contract Information System report in FPDS-NG.

- Notify customer of delivery status.

- Receipt copy entered in FPD for vendor payment.



	Supply > $25,000 < $50,000


	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures.

- Provide complete description per line item and/or 

  detailed spec if necessary.  See enclosure (2).

- Provide three recommended sources of supply, to 

  include complete address, phone/fax no./POC.

- Sole source justification if required. See enclosure (5).

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures.

- After goods are received provide signed/dated receipt 

  copy of PR/contract to the Procurement Branch.
	- Solicit in FedBizOps (for open market solicitation)

- Evaluate, negotiate, award contract.

- Include applicable clauses w/solicitation & contract.

- Process procurement within 45 days of receiving 

  completed procurement package.

- Enter Contract Information System report in FPDS-NG.

- Notify customer of delivery status.

- Receipt copy entered into FPD for vendor payment.


	Supply > $50,000

(MLCA SOP governs)
	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures.

- Provide complete description per line item and/or 

  detailed spec if necessary.  See enclosure (2).

- Provide three recommended sources of supply, to 

  include complete address, phone/fax no./POC.

- Sole source justification if required. See enclosure (5).

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures.

- After goods are received provide signed/dated receipt 

  copy of contract to MLCA.
	- PR forwarded to MLCA for action, either (flp) or (fcp) as                      appropriate.

	Service < $2,500


	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures.

- Provide a statement of work IAW enclosure (2).

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures. Email SOW or attached to e-PR.
- After services are rendered provide signed/dated receipt 

  copy of PR/contract to the Procurement Branch. 
	- Verify terms/conditions w/vendor.

- Determine price reasonableness.

- Process procurement within 5 days of receiving  

  completed procurement package.

- Notify customer of delivery status.

- Receipt copy entered in FPD for vendor payment.

	Service > $2,500 < $25,000


	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures

- Provide a statement of work IAW enclosure (2).

- Provide three recommended sources of supply, to 

  include complete address/phone/fax no./POC.

- Sole source justification if required.  See enclosure (5).

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures. Email SOW or attach to e-PR.

- Nominate Contracting Officer Technical Representative 

  (include full name & phone no.).

- After services are rendered provide signed/dated receipt 

copy of contract to the Procurement Branch.
	- Solicit, evaluate, negotiate, award contract.

- Post on bid board if  >$10K.

- Include applicable clauses w/solicitation & contract.

- Apply Service Contract Act Wage Rate.

- Process procurement within 30 days of receiving  

  completed procurement package.

- Enter Contract Information System report in FPDS-NG.

- Notify customer of delivery status.

- Receipt copy entered in FPD for vendor payment.




	Service > $25,000 < $50,000


	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures

- Provide a statement of work IAW enclosure (2).

- Provide three recommended sources of supply, to 

  include complete address/phone/fax no./POC.
- Sole source justification if required.  See enclosure (5).

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures. Email SOW or attached to e-PR.
- Nominate Contracting Officer Technical Representative 

  (include full name & phone no.).

- After services are rendered provide signed/dated receipt 

  copy of contract to the Procurement Branch. 
	- Solicit in FedBizOps (for open market solicitation.) 

- Evaluate, negotiate, award contract.

- Include applicable clauses w/solicitation & contract.

- Apply Service Contract Act Wage Rate.

- Process procurement within 45 days of receiving   

  completed procurement package.

- Enter Contract Information System report in FPDS-NG.

- Notify customer of delivery status.

- Receipt copy entered into FPD for vendor payment.

	Service > $50,000

(MLCA SOP governs)
	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures

- Provide a statement of work IAW enclosure (2).

- Provide three recommended sources of supply; to 

  include complete address/phone/fax no./POC.
- Provide Independent Government Estimate (IGE)

- Sole source justification if required.  See enclosure (5).

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures. Attach SOW to e-PR.
- Nominate Contracting Officer Technical Representative 

  (include full name & phone no.).

- After services are rendered provide signed/dated receipt 

  copy of contract to MLCA.
	- PR forwarded to MLCA for action, either (flp) or (fcp) as                      appropriate.


	Construction < $2,000


	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures.

- Provide a statement of work IAW enclosure (2).

- Provide three recommended sources of supply; to 

  include complete address/phone/fax no./POC.
- Provide Independent Government Estimate (IGE).
- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures. Email SOW or attached to e-PR.

- Nominate Contracting Officer Technical Representative (full name & phone number).

- After services are rendered provide signed/dated receipt 

  copy of PR/contract to the Procurement Branch.   

	- Verify terms/conditions w/vendor.

- Determine price reasonableness.

- Process procurement within 5 days of receiving 

  completed procurement package.

- Notify customer of delivery status.

- Receipt copy entered in FPD for vendor payment.



	Construction > $2,000 < $25,000


	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures.

- Provide a statement of work IAW the direction in  

  enclosure (2) and if applicable drawings.

- Provide three recommended sources of supply, to

  include complete address/phone/fax no./POC.

- Provide Independent Government Estimate (IGE).

- Sole source justification if required.  See enclosure (5).

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures. Email SOW or attach to e-PR.

- Nominate Contracting Officer Technical Representative 

  (include full name & phone no.).

- After services rendered, provide signed/dated receipt

  copy of contract MLCA, to include Final Inspector Ltr
  and Inspector’s Daily Reports.
	- Solicit, evaluate, negotiate, award contract.

- Include applicable clauses in solicitation & contract.

- Apply Davis Bacon Wage Rate.

- Post on bid board if >$10K.

- Process procurement within 30 days of receiving 

  completed procurement package.
- Conduct Pre-Award Conference for projects within the

  confines of the ISC complex; coordinate with field 

  contracting officers for projects outside the ISC complex.
- Enter Contract Information System report in FPDS-NG.

- Notify customer of delivery status.

- Retrieve payroll from contractor to verify rates paid IAW 

  Davis Bacon Act.

- Receipt copy entered in FPD for vendor payment.




	Construction > $25,000 < $50,000


	- Complete PR in FPD (include requisitioner’s phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures.

- Provide a statement of work IAW the direction in  

  enclosure (2) and if applicable drawings.

- Provide three recommended sources of supply, to 

  include complete address, phone/fax no./POC.

- Provide Independent Government Estimate (IGE).

- Sole source justification if required.  See enclosure (5).

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures. Email SOW or attach to e-PR..

- Nominate Contracting Officer Technical Representative (include full name & phone no.).

- After services rendered, provide signed/dated receipt 

  copy of PR/contract to Procurement Branch, to include  

  Final Inspector Ltr and Inspector’s Daily Reports.
	- Solicit in FedBizOps (for open market solicitation).

- Evaluate, negotiate, award contract.

- Include applicable clauses in solicitation & contract.

- Apply Davis Bacon Wage Rate.

- Process procurement within 45 days of receiving 

  completed procurement package.
- Conduct Pre-Award Conference for projects within the

  confines of the ISC complex; coordinate with field 

  contracting officers for projects outside the ISC complex.
- Enter Contract Information System report in FPDS-NG.

- Notify customer of delivery status.

- Retrieve payroll from contractor to verify rates paid IAW 

  Davis Bacon Act.

- Receipt copy entered in FPD for vendor payment.

	Construction > $50,000


	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures.

- Provide a statement of work IAW the direction in  

  enclosure (2) and if applicable drawings.

- Provide three recommended sources of supply, to 

  include complete address, phone/fax no./POC.

- Provide Independent Government Estimate (IGE).

- Sole source justification if required.  See enclosure (5).

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures. Attach SOW to e-PR.

- Nominate Contracting Officer Technical Representative (include full name & phone no.).

- After services rendered, provide signed/dated receipt 

  copy of PR/contract to FDCC/CEU, to include  

  Final Inspector Ltr and Inspector’s Daily Reports.
	- PR forwarded to Facilities Design Construction Center 

  (FDCC) Norfolk or Civil Engineering Unit (CEU) 

  Cleveland for action. 


	MILSTRIP Orders


	- Complete MILSTRIP Requisition form, to include the 

  following elements:  RIC (Federal Supply Source), 

  NSN, quantity, unit of issue, item name, dollar amount.

- Include accounting string.

- Obtain HAZMAT review.

- Provide Authorizing Official and Funds Certification 

  Officer signatures.

- After goods are received provide signed/dated receipt 

  copy of DD1348 to the Procurement Branch.
	- Review NSNs in FEDLOG.

- Order in FLS.

- Process procurement within 5 days of receiving  

  completed procurement package.

- Return copy of MILSTRIP Requisition w/doc number to  

  requisitioner.

- Notify customer of delivery status.

	GSA Advantage/EMALL


	- Complete PR in FPD (include requisitioner phone no. 

  & verify vendor address/phone/fax no., POC).

- Approve PR in FPD w/proper dates/signatures.

- Proper item name/description required.

- Provide full NSN, if none found in FEDLOG or GSA 

  use a part number.

- Include with the procurement package a hardcopy PR 

  with the Approving Official and Funds Certification   

  Officer signatures.

- For EMALL orders, send the cart to Procurement Branch 
  EMALL agent.
	- Generate order in EMALL.

- Process procurement within 5 days of receiving  

  completed procurement package.

- Notify customer of delivery status.

- Obligate PR in FPD for vendor payment.


STATEMENT OF WORK (SOW)

* * *

GUIDANCE FOR WRITING
WORK STATEMENTS 



Statements of work are required for service and construction procurements and are the most essential documents in these types of government procurements. Statements of work are read and interpreted by government and industry personnel with diverse backgrounds. Therefore, the statements of work must be written so that technical and non-technical readers can understand them.  An initial investment of time and effort to write a clear and high quality statement of work will: 

a. enable offerors to clearly understand your requirements and needs;

b. allow offerors to more accurately cost or price their proposal; 

c. minimize the need for changes which can increase the cost or price;

d. allow both the Government and contractor to assess performance;

e. and reduce claims and disputes. 

There are three major types of statements of work (SOW): 

a. design/detailed specification;

b. level of effort;

c. and performance oriented (based). 

Design/detail statements of work tell the contractor how to do the work. It may include precise measurements, tolerances, materials, quality control requirements, and other government requirements that control the processes of the contractor. There are wide variances in application of this type of SOW. It is as varied as the requirements that are acquired under them. The point is that the government, to a large degree, requires the contractor to follow the government's way of performing the task or making a product. This causes the risk of performance to be borne by the government. For instance, if the contractor builds and/or performs a task and follows the government's SOW exactly, and the product or service is faulty, who is to blame? Absent malfeasance or shoddy workmanship, it is the government's process that the contractor was implementing so the contractor cannot be faulted.  This type of SOW is primarily used for manufacturing or construction. 

Level-of-effort SOWs can be written for almost any type of service unless it is an inherent government function. The real deliverable under this type of contract is an hour of work. They are normally associated with task order and delivery order contracts. Services or products are acquired via individual orders issued by the Contracting Office. The SOWs are usually very broad and describe the general nature, scope or complexity of the services or products to be procured over a given period of time. It is important in writing these SOWs to assure all work items are sufficiently covered. Task orders or delivery orders can only be issued in those areas specifically covered in the SOW. All activities outside of the SOW must be acquired through a separate procurement action. 

Performance-based statements of work are the preferred method of stating needs. A performance based statement of work structures all aspects of an acquisition around the purpose of the work to be performed and does not dictate how the work is to be accomplished. It is written to ensure that contractors are given the freedom to determine how to meet the Government's performance objectives and provides for payment only when the results meet or exceed these objectives. It maximizes contractor control of work processes and allows for innovation in approaching various work requirements. Performance based SOWs emphasize performance that can be contractually defined so that the results of the contractor's effort can be measured in terms of technical and quality achievement, schedule progress, or cost performance. The goal of Performance Based Contracting is to: 

a. Save money by reducing contract costs from elimination of unnecessary effort, through innovation by the contractor, and also by reducing Government surveillance. 

b. Enable the Government to shift its emphasis from processes to outputs. 

c. Hold contractors accountable for the end results. Ensure that 


            contractors are given the freedom to determine how to meet the 


            Government's performance objectives. 

This section provides suggestions for developing and writing statements of work. 

a. The SOW will be read and interpreted by a variety of people from diverse disciplines. It is imperative that the words be understood not only by the writer of the SOW, but also by the readers. 

b. Simple words, phrases, and sentences should be used for clarity. Well-understood words and phrases improve the SOW by minimizing ambiguities. Be concise, precise, and consistent. Careful and exact descriptions will avoid misunderstandings. Keep sentences short and to the point. 

c. Choice of Verbs. 

(1) Use Active verbs. Examples include: analyze, audit, calculate, create, design, develop, erect, evaluate, explore, interpret, investigate, observe, organize, perform, and produce (work words). For instance, the PWS could require the contractor to "conduct the experiment and produce a report describing and analyzing (or interpreting) the results."


(2) Avoid Passive verbs that can lead to vague statements. For example, the phrase "the contractor shall perform," is preferred in lieu of "it shall be performed" because the latter does not definitively state which party shall perform. Avoid "should" or "may" because they leave the decision for action up to the contractor. Use "shall" when describing a provision binding on the contractor. Use "will" to indicate actions by the Government. 

d. To reduce the possibility of misinterpretation, terminology must 


            be consistent. The same words and phrases must be used when  

                 describing the same requirement. It is confusing if a hole is referred to 

                 as an "orifice" and later called an "aperture". 

e. Avoid redundancy. Redundancy can reduce clarity, thereby 


            increasing the possibility for ambiguity and contradiction. If  

                  amplification, modification, or exceptions are required, make specific 

                  reference to the applicable portions and describe the change. 

f. Vague/inexact words and generalizations are open to interpretations. Phrases such as "securely mounted", "properly assembled", and "carefully performed" are examples of unenforceable language. Avoid catchall and open-ended phrases, such as "is common practice in the industry," "as directed," or "subject to approval." 

g. Note that common industry or in-house terminology is not always as universally defined as might be assumed. Technical terms must be specifically defined. If the writer is unable to define the term, potential offerors will have the same difficulty. 

h. Avoid using "any," "either," or "and/or" unless you want to give the contractor a choice in what must be done. Also, avoid the use of "etc.," because the reader doesn't have any idea of the items that could be missing. 

i. Include definitions that provide a common basis for understanding between the contractor and the Government. Ensure each "term of art" has only one universally understood meaning; otherwise define it. 

j. Use abbreviations or acronyms only after spelling them out the first time they are referenced. 

k. In all cases, statements of work must: 

(1) be definitive enough to protect the Government's interests;

(2) serve as a basis for contractor response to and evaluation of proposals;

(3) provide a meaningful measure of performance so both the Government and the contractor will know when the work is satisfactorily completed. 

(4) Avoid brand name and/or brand name or equivalent descriptions which preclude full and open competition.

Requirements analysis determines what the Government’s needs are, and what kinds of services and outputs are to be provided by a contractor. A systematic process for SOW development begins with an analysis of what work is to be performed and breaks down the work into components. It ends with a clear description of performance output requirements. 

[image: image1.png]U.S. Department of
Homeland Security

United States
Coast Guard





Memorandum

	
  Subject:
JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION


From:
REQUESTER’s COMMAND REPRESENTATIVE


To:
Chief of the Contracting Office (Level I)
	Date:

Reply to
Attn. of:
	4200




	Ref:
	(a) 
Federal Acquisition Regulation (FAR) Part 6

(b) 
Simplified Acquisition Procedures Handbook, COMDTINST M4200.13 (Series)


1. The service or material listed on (Document number)________________ is sole source and competition is precluded for reasons indicated below.

2. Description of the item or service required, the estimated cost, and required delivery date.

________________________________________________________________________   ________________________________________________________________________________________________________________________________________________________________________________________________________________________

· There are no substitutes available for this material, and is restricted to the following source. Sole source justification for supplies should be for a particular manufacturer rather than a particular dealer.  Dealer "competition" [different dealers offering the product of the same manufacturer] is not adequate competition.   Provide original manufacturer's name. (If a sole source manufacturer distributes via dealers, ALSO provide dealer information.)    

Manufacturer:  ________________________________________________________

Manufacturer POC &  Phone Nr. _________________________________________

Mfr. Address _________________________________________________________

Manufacturer’s Dealer/Rep_______________________________________________

Dealer/Rep Address/Phone Number _______________________________________

· Specific characteristics of the material or service that limit the availability to a sole source (unique features, function of the item, etc.).  Describe in detail why only this suggested source can furnish the requirements to the exclusion of other sources.

_____________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________

· The requested material or service represents the minimum requirements of the Government.

· The material/service must be compatible in all aspects (form, fit and function) with existing systems/arrangement presently in place. Describe the equipment/arrangement you have now and how the new item/service must coordinate, connect, or interface with the existing system/arrangement.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· A patent, copyright, or proprietary data limits competition.  The proprietary data is:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· These are “direct replacements” parts/components for existing equipment.

· Other information to support a sole-source buy:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I CERTIFY THAT STATEMENTS CHECKED, AND INFORMATION PROVIDED ABOVE, ARE COMPLETE AND CORRECT TO THE BEST OF MY KNOWLEDGE.  I UNDERSTAND THAT THE PROCESSING OF THIS SOLE-SOURCE JUSTIFICATION PRECLUDES THE USE OF FULL AND OPEN COMPETITION.

Requester’s Command Representative (DivCh, BrCh) 

 Signature _______________________________  

Activity________________________________  

Title __________________________________ 

Date____________________________________

---------------------------------------------------------------------------------------------------------

Contracting Officer Signature________________________________  

Date __________________

TABLE 1 OF FEDERAL STANDARD 313C

	Federal Supply Class
	 
	Title

	6310
	 
	Chemicals

	6820
	 
	Dyes

	6830
	 
	Gases: Compressed and Liquefied

	6840
	 
	Pest Control Agents and Disinfectants

	6850
	 
	Miscellaneous Chemical Specialties

	7930
	 
	Cleaning and Polishing Compounds and Preparations

	8010
	 
	Paints, Dopes, Varnishes and Related Products

	8030
	 
	Preservative and Sealing Compounds

	8040
	 
	Adhesives

	9110
	 
	Fuels, Solid

	9130
	 
	Liquid Propellants and Fuels, Petroleum Base

	9135
	 
	Liquid Propellant Fuels and Oxidizers, Chemical Base

	9140
	 
	Fuel Oils

	9150
	 
	Oils and Greases: Cutting, Lubricating, and Hydraulic

	9160
	 
	Miscellaneous Waxes, Oils and Fats


STATEMENT OF ESSENTIAL NEED
I certify that this hazardous materials procurement is essential to the mission of this unit, and that minimum quantities are being ordered; in addition,
_____The MSDS for this product is currently on file, and listed in the Hazardous Materials Inventory (MSDS Ref. #____________), and personnel are properly trained in its use. There is currently ________________in inventory.
~ or ~
_____This is a new product not currently on file in the Hazardous Materials Inventory; the MSDS for the product is attached. Personnel will be trained in proper use.
______________________________________/_________
Authorized Requisitioner                                              Date
 

_____Approved                                      _____Disapproved
 ______________________________________/__________
Pollution Prevention Coordinator                                  Date
US Environmental Protection Agency Designated Recyclable Items
Note: Requirements should be verified against the EPA website: www.epa.gov.
Construction Products






	Building insulation products
Carpet (polyester)
Carpet cushion
Cement and concrete containing:
  -Coal fly ash
  -Ground granulated blast furnace slag
  -Cenospheres 
  -Silica fume 
Consolidated and reprocessed latex paint
Floor tiles
Flowable fill
Laminated paperboard
Modular threshold ramps 
Nonpressure pipe 
Patio blocks
Railroad grade crossing surfaces
Roofing materials 
Shower and restroom dividers/partitions
Structural fiberboard




 

Landscaping Products

	Compost made from yard trimmings 

 HYPERLINK "http://www.epa.gov/cpg/products/compost.htm" or food waste

 HYPERLINK "http://www.epa.gov/cpg/products/garden.htm" 
Garden and soaker hoses
Hydraulic mulch
Lawn and garden edging 
Plastic lumber landscaping timbers 

 HYPERLINK "http://www.epa.gov/cpg/products/timbers.htm" and posts



 

Nonpaper Office Products

	Binders, clipboards, file folders, clip portfolios, and presentation folders
Office furniture 
Office recycling containers
Office waste receptacles
Plastic desktop accessories
Plastic envelopes
Plastic trash bags
Printer ribbons
Toner cartridges



 

Paper and Paper Products

	Commercial/industrial sanitary tissue products
Miscellaneous papers
Newsprint
Paperboard and packaging products
Printing and writing papers



 

Park and Recreation Products

	Park benches and picnic tables
Plastic fencing
Playground equipment
Playground surfaces
Running tracks



 

Transportation Products

	Channelizers
Delineators
Flexible delineators
Parking stops
Traffic barricades
Traffic cones



 

Vehicular Products

	Engine coolants
Rebuilt vehicular parts 
Re-refined lubricating oils
Retread tires



 

Miscellaneous Products

	Awards and plaques
Bike racks 
Blasting grit 
Industrial drums
Manual-grade strapping 
Mats
Pallets
Signage
Sorbents


COAST GUARD PROCUREMENT PREFERENCE PROGRAM FOR RECOVERED MATERIALS
1. The Statement of Work/Specification covering Procurement Request No._______________ is subject to DHS’s Procurement Preference Program for Recovered Materials as set forth in HSAM Chapter 1223. 

                                                                ________ Yes
                                                                ________ No (If no, stop here)
                     If yes, the items are:  ___________________________
                                                        ___________________________ 
                                                        ___________________________ 
2. The specification for the item(s) complies with the applicable Environmental Protection Agency (EPA) procurement guidelines as implemented by HSAM Chapter 1223. 

                                                                ________ Yes
                                                                ________ No 
3. If answering "no" to the previous question, the requisitioner must check the appropriate reason below and provide an explanation as to why items containing recovered materials and meeting EPA procurement guideline recommendations (minimum content standards) as implemented by TAM Chapter 1223 were not used: 

              ________ obtaining designated items will result unusual and unreasonable delay, or

              ________ obtaining designated items will fail to meet the performance standards set forth in the applicable specification or will fail to meet the reasonable performance standards of DOT, or 

              ________ the designated items are only available at an unreasonable price.
Explanation ___________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Coast Guard Command  __________________

Point of Contact              __________________

Telephone & Fax # 
 __________________

Email Address

 __________________
 

Sheet ___ of ___
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Prepared by/Phone Nr.:

_______________________________




Ship To:

_______________________________
















_______________________________

Authorizing Official:

_______________________________






_______________________________
















_______________________________

Funds Certification Official:  
_______________________________






_______________________________
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DEPARTMENT OF 														UNIT OPFAC 32-47100


HOMELAND SECURITY				MILSTRIP REQUISITION LOG				USCG ISC PORTSMOUTH


U.S. COAST GUARD





TOTAL $





JULIAN DATE:     __________





REQ DEL DATE:  __________		PRIORITY:  ______	       ACCTG DATA:  ________________________________	ISO#/FPD Project:  ________
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