21ST THEATER SUPPORT COMMAND

PROCUREMENT

LETTER OF INSTRUCTION

9 OCTOBER 2001
PREFACE

1.    The 21st Theater Support Command (TSC) Procurement Letter of Instruction (LOI) is published to inform and guide all 21st TSC units on proper procurement procedures for both garrison and deployable operations.  This LOI will serve as the instruction guide to procure supplies and services within 21st TSC and provide units with needed information that will assist commanders and requiring activities through the 21st TSC procurement process.  This LOI will be used in conjunction with promulgated Federal procurement and contracting regulations, United States Army, Europe (USAREUR) and United States Army Contracting Command, Europe (USACCE) guidance to provide a thorough understanding of the 21st TSC procurement program.

2.    Many problems encountered in our procurement program can be eliminated if we all understand, adhere to, and properly accept our responsibilities within this high visibility program.  When questions arise or if you require further assistance, contact the Support Operations Contracting Office (SOCO).   I have tasked SOCO with the responsibility and oversight of the entire 21st TSC procurement program and to assist you with your procurement issues and questions.  Through a combined effort and cooperation, we can avoid problems that lead to fraud, waste and abuse.

3.    This LOI is effective immediately and is applicable to all 21st TSC subordinate brigades, battalions, companies, and staff elements.  Local supplementation of this LOI is not authorized without prior written review and approval by the SOCO.  Maximum dissemination of this information is required to ensure all personnel involved in the procurement process are aware of its contents.  








//original signed//








WILLIAM E. MORTENSEN








Major General, USA








Commanding
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SECTION 1:  INTRODUCTION

The 21st TSC LOI provides guidance on proper procurement policies and procedures for        21st TSC and subordinate units for both garrison and deployable operations.  The intent of this LOI is to inform and instruct 21st TSC and subordinate units on procurement policies, serve as a guide for procurement of supplies and services, and ensure proper stewardship of  21st TSC  resources, in one concise document.  This LOI supersedes all prior 21st TSC acquisition policies and memoranda.  This LOI will be used with existing Federal policies and procedures, United States Army, Europe (USAREUR) procurement policies, and official promulgated 21st TSC  internal policies.  The United States Army Contracting Command, Europe (USACCE) is the proponent agency responsible for the overall implementation and administration of procurement, acquisition, and contracting for USAREUR.
SECTION 2:  REFERENCES

2.1   Federal Acquisition Regulation (FAR), dated 2 Jan 99.

2.2   Defense Federal Acquisition Regulation Supplement (DFARS), dated 2 Jan 99.

2.3   Army Federal Acquisition Regulation Supplement (AFARS), dated 25 Jul 97.

2.4   USAREUR Pamphlet (Pam) 715-4, Manual for Ordering Officers, dated 21 Sep 00.

2.5   USAREUR Pam 715-5, Customer Acquisition Guide, dated 1 Mar 94.

2.6   Field Manual 63-4 Theater Support Command, dated 1 Jul 99. 

2.7   Field Manual 100-10-2 Contracting Support on the Battlefield, dated 15 Apr 99.

2.8   USACCE Standing Operating Procedure 20A Procedures for Contingency Operations.

2.9   USAREUR, Memorandum, Approval of Operation and Maintenance, Army (OMA) USAREUR Funded Purchase Request & Commitment and Military Interdepartmental Purchase Request Requirements, dated 26 Jan 00.

2.10  USAREUR, Memorandum, Contingency Operations Financial Management Implementation Instructions, dated 15 Mar 00.

2.11  Acquisition and Cross-Servicing Agreements (ACSA), 10 United States Code (U.S.C), sections 2341-2350, 1994.

2.12  
Department of Defense (DOD) Directive 2020.9, 30 Sep 88, Mutual Logistic Support between the United States and Governments of Eligible Countries and North Atlantic Treaty Organization (NATO) Subsidiary Bodies.

2.13  United States European Command (USEUCOM) Directive 60-8, 24 May 96, Mutual

Logistics Support between the United States and Other NATO Forces.

2.14 Army Regulation (AR) 12-16, 6 Jan 92, Mutual Logistics Support Between the United States and Governments of Eligible Countries.

2.15  USAREUR, Regulation 12-16, 15 Apr 97, Mutual Logistic Support between the United States Army and Governments of Eligible Countries, NATO Subsidiary Bodies and United Nations Organizations.
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2.16  Army Europe (AE) Form 12-16 A-R, May 90, NATO Standard Procedures for compensation and Form for Request and Receipt of Support in the Form of Supplies and Services.

2.17  USAREUR Regulation 715-2, 24 Feb 94, USAREUR Regulation and USAREUR Acquisition Instruction.

2.18  USAREUR Memorandum, AEAJA-KL, 13 Sep 00, Using Contingency Operations Funds for Commemorative Objects

SECTION 3:  GARRISON OPERATIONS

The following basic procedures are implemented for procurement in garrison operations to procure supplies, and services in 21st TSC.  The table below outlines the various approval authority levels within 21st TSC in conjunction with the procurement flowchart on page 8. 

3.1 APPROVAL AUTHORITY LEVELS

The following approval limits apply to all 21st TSC and all subordinate units for procurement of OMA funded supplies and services in garrison.

Dollar Level
Authority
Level of Review

$1 - $124,999.99
LTC or above, grade of GS-14  or C-10.
None- PR&C can be sent directly to RCO.  SOCO review optional.

$125,000 - $199,999.99
COL or above, grade of GS-15 or General Manager, GSC-E.
None- PR&C can be sent directly to RCO.  SOCO review optional.

$200,000 and above (regardless of funding source)
1st General Officer.
Full Review-SOCO, Functional, SJA, Comptroller, Support Ops, Command Group.

This approval authority does not apply to International Merchant Purchase Authorization Card (IMPAC) purchases.  The IMPAC purchase thresholds are published separately.

The dollar thresholds and guidance referenced in this LOI pertain to signature authority on PR&Cs and MIPRs only and does not convey the authority for authorizing and or purchasing items that are not currently authorized by an appropriate source, Table of Organization and Equipment, Modified Table of Organization and Equipment, Table of  Distribution and Allowances and Common Table of Allowances.  Activities must prepare and forward the appropriate paperwork to G3-Forces Management Division (FMD) in order to request the additional unauthorized items to their MTOE/TDA.  The G3-FMD will coordinate the staff reviews within the 21st TSC and forward recommended items to USAREUR FMD for their approval/disapproval.  The G3-FMD assigns a control number to track the requests sent to USAREUR and USAREUR assigns a reference number after their review.  Activities can requisition approved items pending official documentation (Management of Change Window period).
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All Department of Army (DA) Form 3953-Purchase Request and Commitment (PR&C), Department of Defense (DD) Form 448-Military Interdepartmental Purchase Request (MIPR), and Small Computer Issue Activity (SCIA) documents requiring approval at the Chief of Staff and Deputy Chief of Staff level or higher will require a justification and essentiality statement (J&E), also known as a decision paper.  The J&E must describe the requirement and adverse impact if the request is not approved.  The review process within 21st TSC, ensures that high priority requirements are accomplished within available resources and identifies inconsistencies and ambiguities at the earliest stages of the acquisition process.  This review supports any scrutiny by internal and external audits on responsible stewardship by utilizing efficient and cost saving methods.

During periods when commanders, activity directors or staff chiefs are not available due to Temporary Duty or leave, signature authorization can be delegated to ensure continuing contract support.  To succeed without hampering mission readiness, commanders, and staff chiefs must plan and submit their contractual requirements timely to avoid unnecessary administrative delays caused by the procurement review process.  Where needed, urgent and compelling requirements will be expedited to meet mission requirements.  In no case will requirements be subdivided (split) to achieve a lower funding threshold and approval authority.

3.2 TERMS AND DEFINITIONS

3.2.1 Micro-Purchases:  Any purchase under $2,500.  Whenever possible, these purchases shall be made with the IMPAC.  For purchases under $2,500 where the IMPAC cannot be used, a blanket purchase agreement can be arranged with the contracting command.  See IMPAC LOI on       21st TSC homepage under contracting.

3.2.2 Macro-Purchases:  Purchases $2,500 or greater.  The steps in the procurement flowchart on page 8 outline the process to procure supplies and services within 21st TSC.

3.2.3 Statement of Work (SOW):  A SOW details work the requiring activity needs to have done to accomplish its mission.  Generally used when services are being acquired.  The SOW can also be referred to as the Statement of Need (SON) or Statement of Requirement (SOR).

3.2.4 Commercial Item:  Any item you could purchase on the open market.

3.2.5 Market Research is the collecting, organizing, maintaining, analyzing, and presenting of data that develop into a sound business decision how an item should be procured and locating sources of supply.  Federal Acquisition Regulation Part 10 can help you in your market research.

3.2.6 Property Book Office (PBO):  Office responsible for placing a requisition number on DA Form 3953 (PR&C) form, block 2.  All hand-receipt items purchased must be reported to the PBO, as well as the hand-receipt holder. 
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3.2.7 Fund Certification:  The certification given by the Comptroller to commit funds for the procurement of supplies and services on DA Form 3953, block 19, or DD Form 448, block 14. 

3.2.8 Approval Level:  The individual whose name appears on block 34 of the PR&C, or block 15 of the DD Form 448 (MIPR), must include the rank (if military), and grade (if Department of Army Civilian or Local National. If the amount on the PR&C exceeds the approval level of the person signing the PR&C (Block 34) or MIPR (Block 15), insert the appropriate approving official from the approval chart on page 5.  The Commanding General, HQ, 21st TSC, will sign PR&C, block 35 or MIPR, block 16, if value is over $200,000.  In all cases, the unit commander’s name and signature must appear on the decision paper submitted with the PR&C or MIPR.

If the value of a contract ultimately exceeds the original PR&C fund cite amount, an additional funds document must be prepared (contact the HQ, 21st TSC Comptroller for a copy of this document).  If the original PR&C funded amount, plus the amount of additional funds, requires approval at a level as shown in section 3.1 (page 5) of this LOI, a re-approval must be initiated.  

3.2.9 Theater Maintenance:  General Support maintenance involving repair of wheeled and track vehicles including painting of vehicles.

3.2.10 Contracting Officer:  Person with authority to enter into, administer and/or terminate contracts and make related determination and findings.

3.2.11 Performance Work Statement (PWS):  A plan by which work requirements are defined in measurable, mission related terms and tied to performance requirements.  A PWS specifies the requirements for an item, material, process, or service, and establishes criteria by which the government can determine if the contract requirement has been met.

3.2.12  Regional Contracting Office (RCO) See section 18 for a list of contracting offices.

3.2.13  Joint Contracting Center (JCC)  See section 18 for a list of contracting offices.
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21ST TSC PROCUREMENT FLOWCHART:  OMA FUNDED REQUIREMENTS
[image: image1.wmf]Step 1

Requirement/Item 

Identified by Your Unit

Step 2

Is item in the supply

system or in-house? See

Supply Officer.

Item must be obtained

through the system.

Contact Unit Supply

Activity  to

proceed further.

Yes

Step 3

Is the item value 

 greater than $2,500?

No

Use IMPAC Card if item is

 authorized for IMPAC

 purchase and is within your

monthly spending limit.

See IMPAC LOI on

21st TSC IMPAC

 website

Step 4

Prepare SOW, or 

PWS.  If you require

assistance call SOCO.

Yes

Step 5
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of  Supply
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(DA 3953), or DD 448

with PBO Requisition

 Number

Step 7

Is PR&C/MIPR
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 than

 $199,999?

Send properly prepared 

PR&C/MIPR package to the

 contracting office of your choice.

See Section 18 for a listing of 

contracting offices.  

No

Yes

Step 9

Send PR&C/MIPR package 

to SOCO (AERLO-C) for

 review and processing.

 Building 3002,

 484-7251, 7252, 7286

Step 8

Prepare a well documented,

and detailed decision paper

for CG/DCG 

approval if over $200K. 

Start Here

No

8

If you need assistance

during this process, call

SOCO for assistance

484-7251, 7295, 7252

or 7286

FOR PROCUREMENT OF SUPPLIES AND SERVICES
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SECTION 4:  21ST TSC APPROVAL 8L888888I888MITS
SECTION 4:  PROCUREMENT ACQUISITION LEAD TIME AND          21ST TSC REVIEW PROCESS

To process a procurement package, procurement acquisition lead time (PALT) must be considered in planning your procurement, in addition to the year-end cutoff dates to submit requirements to contracting, page 10.  The PALT goal is the time required by the contacting office from the date of receipt to realize the requirement into a viable contract.  In addition, 13 working days should be added to the PALT for 21st TSC review process.  The requiring activity must be cognizant of the PALT goals, 21st TSC review process time, and the year-end cutoff dates.  Planning requirements is key to assuring the requiring activity receives the needed supplies and services on time.  To succeed in this process, continuous communication between the requiring activities and SOCO should be maintained.  The following table outlines the PALT in accordance with USAREUR Regulation 715-2.

Supplies Other Than Information Management

Dollar Amounts
PALT in Calendar Days

Up to $2,500
10

$2,501-$25,000
30

$25,001-$100,000
70

$100,001-$750,000
90

Over $750,000
120

Services, other than Information Management, and Repair and Maintenance (construction and port services).

Dollar Amounts
PALT in Calendar Days

Up to $2,500
10

$2,501-$25,000
30

$25,001-$100,000
70

$100,001-$750,000
90

Over $750,000
150

Information Management and Communications Supplies and Services.

(Does not include time required to obtain a Delegation of Procurement Authority.)

Dollar Amounts
PALT in Calendar Days

Up to $2,500
10

$2,501-$25,000
35

$25,001-$50,000
50

$50,001-$750,000
120

Over $750,000
150

Orders Under Standard Requirements Contracts

Dollar Amount
PALT in Calendar Days

Any amount
45

Repair and Maintenance of Real Property (Construction)-All Actions

Dollar Amounts
PALT in Calendar Days

Up to $2,500
10

$2,501-$25,000
45

$25,001-$100,000
60

$100,001-$750,000
75

Over $750,000
90

The table below is taken from USAREUR Regulation 715-2 and outlines the cutoff dates for customer submission of DA Forms 3953 (PR&C) to contracting.  

Commodities
Apr
May
Jun
Jul
Aug
Sep
Note

I.  Information management and communications supplies equipment and services








     a.   $1-$2,500





15


     b.   $2,501-$25,000




25



     c.   $25,001-$50,000




10



     d.   $50,001-$75,000

1






     e.   $75,000 or more
1







     f.    Order under DA contracts




14



II.  LEAD Acquisition








     a.   $2,500-$25,000


5





     b.   $25,001 or more

1






III.  Maintenance and Repair-OMA/AFH








     a.   $1-$100,000



3




     b.   $100,001-$750,000


5





     c.   $750,000 or more

20






     d.   Requirement for IDRT contracts
3





A

IV.  Rental of all office equipment requirements



3


B

V.    Services requirements


5





      1.  ACES








           a.  $1-$25,000
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C

           b.  $25,001 or more


5





       2.  Base services in any amount






D

       3.  Coal handling in any amount


5





       4.  Custodial in any amount

1






       5.  Domestic appliances in any amount






D

       6.  Laundry and dry cleaning in any amount






D

       7.  P&C and local drayage



3




       8.  Port-stevedoring or longshoring
3





A

       9.  School buses
3







       10. Guards contracts
3







VI. Delivery orders under IDRTC by all activities in any amount                                                                           
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VII.  Medical reagents and test kits








         1.   $1-$25,000



3




         2.   $25,001 or more
3





A

VIII.  All others








          1. $1-$2,500





1


          2. $2,501-$25,000




14



          3. $25,001-$300,000  



5




          4. $300,001 or more 
3





A

IX.     Imprest funds





25


NOTES: 

(A) or 6 months before contract expiration or

required performance.

(B) or 3 months before contract expiration or

required performance.

(C) or 2 months before contract expiration or

       required performance.

(D)  Eight months before contract expiration or

Required performance.
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SECTION 5:  21ST TSC PROCUREMENT REVIEW PROCESS

The standard for processing requirements in 21st TSC is 15 working days before the procurement package is sent to the contracting office, including time for requiring activities to correct procurement packages sent back for corrective action.  The purpose of this process is to maintain oversight at the headquarters level, ensure that quality procurement packages are sent from     21st TSC, and to assure proper stewardship of 21st TSC resources.  The standard review times and processes are delineated as follows.


STANDARD REVIEW TIME

STAFF SECTION
IN WORKING DAYS

Functional Review
1

SOCO
2

Requiring Activity Correction
1

Comptroller
2

Staff Judge Advocate (SJA)
2

Support Operations
2

Command Group
5

TOTAL REVIEW TIME
15

Functional Review.  A review conducted by Headquarters, 21st TSC experts in their respective field for the item to be procured.  For example, a requirement for maintenance and repair of vehicles, would be reviewed by the Support Operations Maintenance & Readiness Division to assure the command that the requirement is sound from a technical perspective.

SOCO.  This review entails a complete review of the package for completeness and clarity and prepares the package for contracting officer review.  The package is reviewed in accordance with applicable FAR, DFARS, AFARS, AR and USAREUR Regulation.  A thorough review of the SOW is conducted for any ambiguities.  Incomplete requirement packages are returned to the requiring activity for correction.  

Comptroller.  The Comptroller reviews the requirement to determine compliance with fiscal guidance, budgetary constraints, and a review of  DA Form 3953 (PR&C), or DD Form 448 (MIPR).

SJA.  The staff judge advocate reviews the requirement to determine legalities involved with the procurement of the required item from regulatory and statutory aspects in accordance with Army Regulations, USAREUR Regulations, Comptroller General decisions and the United States Code.
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Support Operations.  The Chief, Support Operations reviews the requirement after consideration of functional, SOCO, Comptroller, and SJA review before submission of the package to the Command Group.

Command Group.  All requirements over $200,000 are reviewed and approved by the Commanding General/Deputy Commanding General.  These approvals are necessary to ensure that the command is aware what is being purchased to give complete oversight, stewardship, and final approval for funding. 

SECTION 6:  UNFINANCED REQUIREMENTS AND INTEGRATED PRIORITY LIST

Unfinanced requirements submitted by the brigades and staff sections that appear on the integrated priority list and are approved by the Command Group must submit the requirement package to SOCO for procurement review.  The package will then be sent directly to the Command Group for final approval.  The same applies to items shown on the USAREUR Master Integrated Priority List (MIPL).  

SECTION 7:  HOST NATION REQUIREMENTS AND SUPPORT

Host Nation (HN) requirements are requirements that (a) cannot be fulfilled by commercial means (can’t be purchased on the economy), or (b) are urgent and the item cannot be procured on the economy but a HN government has the required item.  An example is use of barracks as opposed to hotel space.  This section provides information and guidance to 21st TSC staff and all its subordinate units needing HN support and outlines what is required of commanders and planners needing HN support.  It gives everyone a better understanding of how the process works.

During a crisis, contingency, war, or other related mission requirements, 21st TSC planners and subordinate units will try to satisfy their requirements for supplies and support services from United States (U.S.) military assets.  Requirements that cannot be satisfied from U.S. military assets must be procured.  If the items cannot be procured on the economy, units must request for HN support.  The process is the same as described in the flowchart on page 8.  If the requirement exceeds $25,000, it must be forwarded to Wiesbaden Contracting Center (WCC) HN section for processing.  The flowchart on page 13 outlines the HN process.  Any HN requirement exceeding $199,999.99 must be sent to SOCO for review and approval by the first general officer.  The WCC will confirm the request for support and prepares the Standardization Agreement (STANAG) Form 3381 to formally place order(s) against the HN Agreement.  Points of contact and phone numbers are shown in sections 18 and 19.
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HOST NATION REQUIREMENT PROCESS

[image: image2.wmf]Start
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Requirement
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Yes

No
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to DFAS for payment 
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End

ACQUISITION AND CROSS SERVICE AGREEMENTS PROCESS


IF YOU NEED ASSISTANCE DURING THIS PROCESS,

CALL SOCO AT 484-7251, 7295, 7252, OR 7286.

SECTION 8:  UNAUTHORIZED COMMITMENTS

Under the Joint Ethics Regulation (JER), DoD 5500.7-R, avoiding unauthorized commitments UC) is a basic obligation of public service.  Employees shall not knowingly make unauthorized commitments or promises of any kind purporting to bind the Government.  Making such commitments may subject an employee to appropriate disciplinary or administrative action.  Unauthorized Commitments occur when government employees, without proper authority, commit the U.S. Government to pay for supplies and services from a commercial vendor.  The reasons for UCs vary from people wanting to react to an emergency, or get the job done to lack of understanding of the procurement process and the time required to obtain a valid and legal contract.  The UCs as an alternative means of contracting undermine the procurement process for obtaining the goods at competitive prices and will not be tolerated.  The FAR 2.101 states that a contracting officer is a person with the authority to enter into, administer, and terminate contracts.  
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This means an appointed contracting officer is the only person who can obligate (spend money)  U.S. Government money on any contract.  All unauthorized commitments must be ratified by a contracting officer.

The easiest method to avoid a UC is to ask the following question:  If the unit would like to purchase an item, who is going to pay for it?  If the answer is the Army, you need action by someone authorized to make the purchase through IMPAC or PR&C and a fund certification from the Comptroller before the item is purchases.  Otherwise you may be responsible to pay for the item yourself, if the action is not ratified by the contracting officer.

Compelling emergency procedures for RCO Seckenheim are given in the SOCO website.  Following these procedures during compelling emergencies will preclude the requiring activity from committing an UC.  A lack of planning or a concern that funds will expire cannot be cited as justification to substantiate the compelling emergency action.  A verbal authorization from a duly appointed contracting officer must be obtained regardless of the substantiating circumstances.  The mere submission of the Purchase Request & Commitment does not constitute authorization to obtain supplies or services at the customer’s discretion.

We must take a hard stand to prevent and eliminate UCs by using the available acquisition resources within the Command.  The Support Operations SOCO is available to provide advice and guidance on acquisition matters and serves as your conduit to avoid UCs.  With a concerned effort and cooperation, we can prevent UCs and maintain our reputation as a good business partner.

Army Europe Form 715-2A-R is used when reporting the circumstances of a UC to the contracting officer.  A copy of this form is shown in the SOCO website.

You will find more information on unauthorized commitments in FAR 1.602-3 and USAREUR Pam 715-5.  USAREUR Pam 715-5 is available at the USAREUR publications website:  http://www.aeaim.hqusareur.army.mil/library/home.htm.

SECTION 9:  CONTACT WITH INDUSTRY REPRESENTATIVES

There are various procedures that must be known before you meet with contractors and conduct discussions with them.  Before a meeting, all available information about the meeting (contractor’s name, product to be presented, meeting date, and members of the group, etc) must be sent to SOCO.  
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After receipt of the information, SOCO will issue a letter to the contractor stating that the U.S. Government is under no obligation to contract with the vendor and the meeting or product demonstration is at the contractor’s risk.  This protects the Government against the contractor assuming we want to purchase its product by virtue of a product demonstration or discussion of the product.  In addition, anything said to a contractor about its products, or statements eluding to particular functions you would like to see in a product could be incentive enough to get the contractor to modify a product.  The contractor could attempt to send the modified product to the Army believing our comments to mean a sale if the product is modified.  Accordingly, you must exercise care in your statements to contractors and emphasize no commitments to purchase are being made.

Other references relating to meetings with contractors are:

· FAR 15.201-Exchanges with Industry before Receipt of Proposals;

· FAR 3.104-Procurement Integrity; 

· FAR Part 6-Competition Requirements; and

· DoD 5500.7-R, Joint Ethic Regulation.

Complying with these regulations will maintain procurement integrity by ensuring a contractor does not receive special attention and possibly exclude other competitors.  The Joint Ethics Regulation, DoD 5500.7-R emphasizes procurement integrity and impartiality in performing official duties.  In addition, FAR 15.201(c)(4) provides that in “one-on-one meetings with potential contractors that are substantially involved with potential contract terms and conditions should include the contracting officer.”  By following this guidance we can avoid potential unauthorized commitments and creation of the appearance of preferential treatment within the 21st TSC.

SECTION 10:  FULL AND OPEN COMPETITION

Full and open competition as defined by FAR part 6.003 states with respect to a contract action, that “all responsible sources are permitted to compete.”  All procurements within 21st TSC must be compliant with this regulation and allow for maximum competition on 21st TSC requirements.  Neither the lack of planning by the requiring activity, nor a concern that funds will expire, can be used to substantiate the justification for the Other than Full and Open Competition request.
15

The Competition in Contracting Act (CICA) of 1984 became effective 1 April 1985.  The act made competition a statutory requirement and allowed few exceptions for noncompetitive or restrictive acquisition.  The primary objective of CICA is to allow all “responsible” sources the opportunity to compete in government acquisitions.  The CICA established prescribed policy and procedures that must be abided by to assure full and open competition is promoted in government acquisition to the fullest extent of the law.  Consequently, competition encourages contractors to increase their product effectiveness in terms of production efficiency and customer satisfaction by generating new ideas and better designs resulting in an improved product or services.  The government’s benefit is obtaining the supplies and services at competitive prices.
The obligation to maximize competition is not restricted to contracting personnel.  Everyone involved in the acquisition process must be alerted to conditions that create a restrictive acquisition and take the necessary steps to eliminate those conditions.  Requirement specifications or SOW must be written in such a manner to identify the minimum needs of the government, without restrictive conditions.  The description of the activity’s minimum needs must contain sufficient information to clearly identify the required supplies or services and can be explained in terms of functions to be performed, performance required or design requirement.  

Under limited conditions, Other than Full and Open Competition is authorized under 10 United States Code 2304 (FAR clause 6.3, Titled: Other than Full and Open Competition).  The usage of Other than Full and Open Competition is subject to a detailed justification and approval.  
Requiring activities are encouraged to contact SOCO for advice and guidance for the preparation of the justification request.  This will preclude any justifiable protest against the U.S. Government and avoid any possible delays caused by additional clarification required as a result on the review of the justification.  

SECTION 11:  INTERNATIONAL MERCHANTS PURCHASE AUTHORIZATION CARD

Purchases under $2,500 (Micro-Purchases), unless prohibited by IMPAC guidance, should be made using the IMPAC card.  The IMPAC cards up to $25,000, with proper justification, can be applied for.  See the IMPAC website on the 21st TSC homepage under contracting.  This website has a complete set of instructions and guidance on IMPAC procedures.  An explanation for using a PR&C for purchases within the IMPAC limit will be made in the explanation section of the PR&C form, blocks 15 or 25.
16

SECTION 12:  RECEIVING REPORTS

This section provides guidance and procedures on submission of receiving reports for supplies or services rendered under government contract to ensure contractors receive payment from the government after goods or services are rendered.  Usual form numbers for receiving reports are DD 1155, DD 448, and DD 250.  If you know all items were received from a government contractor, the point of contact should sign and date the receiving report and send the receiving report to finance for payment within 7 working days.  We recommend that a transmittal letter be included with the receiving report to finance to evidence the requiring unit’s compliance of receiving report submittal.  When goods or services are received, the shipment must be signed for and the order should be checked for missing items or damage.  A notification of incompleteness or damage of an order should always be annotated in the form of a receiving report.  Should damage be found, the container and packing material should remain with the receiving unit.  By keeping the damaged material, the receiving unit will have evidence in the event of an inspection.  Examples of receiving reports are shown in the SOCO website.

SECTION 13:  REQUIREMENTS PACKAGES

A well documented, detailed and completed DA Form 3953 PR&C or DD Form 448 MIPR package helps to expedite and provide a clear audit trail for your requirement.  Accordingly, each document must contain adequate information, including all dates, to provide an audit trail linking them to related documents, especially in the case of PR&Cs.  This should include such common items as document numbers and descriptions of supplies and services and references to base year PR&C documents.  A short general description of the requested supplies or services must be shown in block 15 of each PR&C form.  Details can be place on attached sheets as required.  The PR&C or MIPR with instructions is shown on the 21st TSC homepage under contracting.  If you need assistance during this process, call SOCO at 484-7251, 7295, 7252, or 7286.  The following items are required in a PR&C/MIPR package:

· A funded PR&C/MIPR.  Remember to have all required signatures on the PR&C/MIPR with rank or grade, as well as the description of the item.  If the amount on the PR&C exceeds the approval level of the person signing the PR&C (Block 34) or MIPR (Block 15), insert the appropriate approving official from the approval chart on page 5.  The Commanding General, HQ, 21st TSC will sign PR&C, block 35 or MIPR, block 16, if value is over $200,000.  In all cases, the unit commander’s name and signature must appear on the decision paper submitted with the PR&C or MIPR.

· Supporting documentation for amounts shown in the PR&C helps expedite the review and approval process.  For example, if the item being procured is $1,000 per unit, show how amounts were derived (Independent Government Estimate (IGE), historical data or other source).
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· The SOW, SON, SOR, or PWS.  Key point in preparation of these documents is that an initial read of the document should provide an informed reader with the knowledge to perform your requirement.  If the informed reader doesn’t understand the requirement based on the SOW, neither will the contractor.  Avoid general terms like monitor, repair or fix-up.  Be specific of what you want.  

· Decision paper that fully explains the procurement.  The approver must be able to understand the requirement and what they are approving by reading the decision paper.

13.1  ADDITIONAL FUNDS DOCUMENT

An additional funds document is prepared when the contracting officer requests additional funding.  This document should be used as opposed to preparation of a new PR&C document.  A sample of the additional funds document is shown on the SOCO website on the 21st TSC  homepage.  If you require assistance to prepare this document, please call SOCO.

SECTION 14:  MILITARY INTERDEPARTMENTAL PURCHASE REQUEST

The MIPR document (DD Form 448) is generally intended to provide funding to an internal DOD, DA, USAREUR & 7th Army, or other Federal entities.  The intent is also to transfer funding to another unit for reimbursement or in support of a service.  The MIPR, as well as the PR&C, provides a medium which finance and accounting officer can indicate approval as to the availability of funds and correctness of the accounting classification.  A MIPR is prepared by the requesting office and manually routed and approved by various elements.  Funding amount is usually identified from the organization receiving the MIPR.  The supporting Government entity is the MIPR’s final destination.  The DD Form 448 is on the 21st TSC contracting homepage.                                                  

SECTION 15:  CONTINGENCY OR DEPLOYABLE OPERATIONS

The following basic procedures are implemented for procurement in contingency or deployable operations for 21st TSC units for contingency contracting, Balkans Sustainment, and Logistics Civil Augmentation Program (LOGCAP) operations.  The approval procedures are in conjunction with 21st TSC approval authority levels and USAREUR DCG Joint Acquisition Review Board (JARB) guidance.  Contingency requirements exceeding $2,500 require approval through the JARB process before final approval (See section 15.2 for JARB procedures).   The table below delineates approval authority levels for contingency or deployable operations for 21st TSC units.
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21ST TSC UNIT CONTINGENCY OR DEPLOYABLE APPROVAL MATRIX

Dollar Level
Approval Level
Balkan Sustainment Contract (BSC) or LOGCAP
Other Contingency Requirements

$1 - $2,500
MAJ or above, Task Force Commander, grade of GS-13 or C-9.
No 21st TSC JARB Required.  21st TSC JARB approves or disapproves amounts over $2,500. 
Use IMPAC, Field Ordering Officer, or PR&C as the situation warrants.  No 21st JARB Required

$1 to $124,999 
LTC or above, Task Force Commander, grade of GS-14, or     C-10. BSC or LOGCAP, HQ, 21st TSC Chief of Staff
21st JARB approves or disapproves requirement.  Final approval by HQ, USAREUR, DCSLOG for all packages over $50,000 in value.
21st JARB approves or disapproves the requirement. A JARB is required to spend USAREUR CONOPS funds in excess of $2,500 in deployed area of operations. 

$125,000 to $199,999
COL or above, or GS-15.  BSC or LOGCAP, HQ, 21st TSC Chief of Staff
21st JARB approves or disapproves requirement.  Final approval by HQ, USAREUR, DCSLOG for all packages over $50,000 in value.
21st JARB approves or disapproves the requirement. A JARB is required to spend USAREUR CONOPS funds in excess of $2,500 in deployed area of operations. 

$200,000 and above (regardless of funding source)
HQ, 21st TSC 1st General Officer.
21st JARB approves or disapproves requirement.  HQ 21st TSC DCG or CG approves after JARB review.  Final approval by HQ, USAREUR, DCSLOG for all packages over $50,000 in value.
JARB approves or disapproves the requirement.  A JARB is required to spend USAREUR CONOPS funds in excess of $2,500 in deployed area of operations. 

As in garrison operations, mission analysis, planning and establishment of timelines plays a critical role related to contracting supplies and services during contingencies.  When conducting mission analysis, outline and plan your requirement (what you need) by use of the following steps:


(1) After mission analysis, contact SOCO to discuss your requirements and develop a contingency planning checklist.  Time phase the requirements to give SOCO and the contracting officer time to satisfy your requirement.  This process entails identifying your needs, and points of contact during the operation, obtaining required funding and engaging SOCO and the contracting officer to ensure your requirements are in place at the start of your mission.


(2) Prepare a SOW based on the requirements determined in step 1.
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(3) Send the contract requirements to SOCO for review.  Inform SOCO at that time if you intend to use the Balkans Sustainment, or LOGCAP Contract.  The Balkan Sustainment contract is primarily for sustainment support in the Balkan Region.  The LOGCAP covers all other geographic regions.  Consult with SOCO to discuss which contract is applicable.


(4) If the Balkans Sustainment, or LOGCAP Contract will be used, SOCO will call a JARB for the requirement to be approved.  Otherwise, prepare a funded PR&C and decision paper for command group approval.  See section 15.2 for JARB procedures.

Contracting support for contingency operations will come from USACCE Contingency Contracting Cell, RCO Seckenheim, WCC HN section, Camp Able Sentry (CAS), JCC in Tazsar, Hungary, or Defense Contract Management Command.   The addresses and telephone numbers for these contracting offices are outlined in section 18.

Use of the IMPAC is a useful tool to streamline and augment your contracting process for purchases less than $2,500.  In addition, use of a Field Ordering Officer and a Class A Agent can also be used to make purchases in the field in areas that may not accept the IMPAC card or normal contracting methods cannot be used.
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15.1  CONTINGENCY  OR DEPLOYABLE REQUIREMENTS FLOWCHART

The flowchart below outlines the process for contingency requirements. 
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484-7251,7295,

7252, or 7286.


15.2  21ST TSC JOINT ACQUISITION REVIEW BOARDS

The 21st TSC Joint Acquisition Review Board (JARB) convenes to review and approve requirements on contracted contingency requirements and requirements utilizing the Balkans Sustainment Contract (BSC) or LOGCAP.  When geographically applicable, the JARB will review and approve requirements for the LOGCAP.  The JARB provides a method to review and screen requirements for feasibility, cost-effectiveness, and prudent stewardship of resources at the approved dollar thresholds.

The JARBs will be conducted at HQ, 21st TSC in accordance with USAREUR DCG JARB policy.  Meetings will be held as required for contingency operations.

15.2.1  PROCESS STANDARDIZATION

The JARB process serves two purposes.  The first purpose is to validate and ensure proper funding for prospective contractual requirements associated with Contingency Operations (CONOPS).  The JARB is responsible for reviewing and validating of all sustainment requirements in excess of $2,500, as defined by this guidance, in the area of responsibility.  In reviewing purchase and service requests, the JARB focuses on three basic questions:  

· Is the purchase or service needed? 

· Is it the most cost effective method? 

· Is it the least expensive alternative?

Also recognizing that all contingency resource management operations are audited, an effective JARB precludes inappropriate or unauthorized purchases that would reflect negatively on the operation.  

The second purpose is to determine the most appropriate acquisition method for approved requirements.  Available methods are:  

· Host Nation Support

· Troop Labor

· JCC

· BSC

· LOGCAP
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15.2.2   ITEMS REQUIRED TO BE SUMITTED TO THE JARB

All sustainment requirements in excess of $2,500 must be reviewed and approved by the JARB prior to commitment of funds.  Examples of such requirements that must be boarded are as follows:
· All commercial acquisitions (e.g., PR&Cs) over $2,500 (decision is that all items on CTA, TDA, etc., that need to be purchased outside normal supply channels need to go to the JARB.”  The reason for this is that even though the purchase is authorized, it may not be necessary or may be available within an Army system rather than via a PR&C. 

· All Balkan Sustainment Contract work orders.

· All construction, repair and maintenance requirements.

· All new leases and lease renewals.

· All LOGCAP work orders.

· All new service contracts and service contract renewals.

· This list is not all inclusive

15.2.3 SAMPLE JARB PACKET

An instructional packet entitled “Requirement Nomination Packet” will be developed by the JARB Secretary (the JARB Secretary may be the G4, Base Camp Coordinating Agency (BCCA), or the ENGR as determined by the TF Commander) and made available to all Requiring Activities (RAs) and Camp Mayors by the local JARB's secretary.  The JARB Secretary is the point of contact responsible for assembling packets and coordinating meetings.  The requiring activity prepares and submits a complete JARB package to the JARB secretary.  It is the requiring activity’s responsibility to have a representative present at the JARB to present the requirement to the JARB.  This representative must be able to justify and validate the request as well as articulate the mission impact of the submission and discuss the consequences of disapproval.  The requiring activity is required to provide the following:

· Completed  Justification over $50,000 (if applicable) outlining the various courses of action considered and impact on the operation. 

· The SOW outlining the work needed to be performed;

· Any other supporting documentation, spreadsheets or forms.

15.2.4 IDENTIFICATION OF COSTS

The total value of all resources used in meeting a requirement, even those costs provided within the current Operations & Maintenance (O&M) budget, must be included in the estimated cost of a requirement.  The total life cycle costs of the requirement must also be included.  All costs need to be accurately captured to preclude any appearance of splitting the requirement cost in order to avoid the JARB process.
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Life Cycle Costing.  When establishing the total cost of a requirement, requesting activities and board members will consider all life cycle costs.  Life Cycle costing includes start-up (including the cost of all resources consumed), sustainment, and termination costs for a project.  Some commonly neglected costs requiring consideration are:  repairs to bring a facility up to standards, shipment into and out of theater, and contract initiation and termination costs.

Cost Benefit Analysis.  In order to ensure prudent use of procurement options, requesting activities and board members will evaluate several courses of actions to accomplish a mission goal.  The advantages and disadvantages of each option will be carefully quantified and compared.  Historical data should be used to estimate costs when available.  The most effective, and not necessarily the cheapest, course of action should be selected.

15.2.5  JOINT ACQUISTION REVIEW BOARD PROCESS.  

15.2.5.1  The local body responsible for reviewing and validating requirements is the JARB.  There are two steps in the JARB process:  Step One is the requirement’s validation and funding.  Step Two is validation of the acquisition method being utilized.  The appropriate G4, BCCA, or Chief of Staff chairs the JARB.

Step 1.  The JARB validates the requirement and funds availability (some requirements are approved as an Unfinanced Requirement if they are essential and funding is not available).  The requestor, or a designated representative, may be required to answer questions from the board.  Ad Hoc advisors will be invited as non-voting members at the discretion of the Chair.  These advisors will not include prospective contractors.  A prospective contractor may be invited to the JARB to answer specific questions posed by the committee, but he or she will be excused after all questions have been answered.  The JARB shall not release or disclose to a contractor any information, particularly cost and price data, provided by another contractor in response to the JARB’s questions.  This is to protect the confidentiality of information and cost and pricing data obtained from different contractors, which is not releasable to other parties who are not directly connected with the contracting process or the JARB.  If questions concerning the requirement remain after the JARB review, all efforts will be made to contact the RA for clarification.
Step 2.  The JARB will validate the acquisition method used for the requirement.  The proponent must provide a thorough analysis of why a particular acquisition method was selected.  For construction, the JARB will validate the decision to use Engineer support, Balkan Sustainment Contract, LOGCAP or another contractor.  
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15.2.6  JARB VOTING AND RECOMMENDATION

The JARB has the authority to recommend approval or disapproval on every project it reviews, regardless of the dollar amount.  Each member will have a single vote, and decisions will be carried by a simple majority.  When JARB members receive their packets (prior to the JARB date), they are required to thoroughly review the packets to understand the requirement.  The JARB members will review the packets to suggest alternatives, make recommendations, and assist the requester.  The JARB is not designed as a place to attack requesters.  The JARB is comprised of resident experts who are to provide guidance to the requester and ensure that resources are wisely spent.  The JARB members will decide on the request and issue one of the following actions:

· Approved, as requested

· Approved, with modifications

· Disapproved 

If the request is disapproved, the JARB must give clear reasons for the disapproval.  The requiring activity can appeal the JARB decision to the Chief of Staff.    

In the event of a tie vote, the JARB Chief will be the determining vote.  The 21st TSC Command Group has the authority to override any JARB vote.

15.2.7 VOTING PROCESS  

In order to begin a JARB session, there must be at least 4 of 7 voting members present.           The JARB members should be primary staff or Deputies. 

Voting members will be as follows:

USAREUR
HQ 21st TSC 

G4/J4 (JARB, Chief)
Chief of Staff (JARB, Chief)

BCCA/DPW
Support Operations, Plans

Engineer
G4 Engineer

Camp Mayor
G4

Resource Manager
Comptroller

JCC Contracting Chief
SOCO Chief

G3/J4
G3
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Non-Voting Advisory Members:

USAREUR
HQ 21st TSC 

G1/J1
G1

G6/J6
G6

Safety
G4

SJA
SJA

DCMC ACO
SOCO

Property Book Officer
Property Book Officer

Contractor (On-Call)
Requiring Activity

Chief Of Staff.  Requirements recommended for approval will be submitted to the Chief of Staff or General Officer (depending on dollar value) for approval.  Records of the meetings, recommendations and acquisition sourcing of each meeting will be recorded and maintained by the JARB Secretary.  The Secretary will schedule meetings, provide advance packets to board members, provide assistance for requestors in the development of their packets, and routinely assess the efficiency and effectiveness of the JARB process.
Legal Review.  All requirements submitted to the JARB will be reviewed for legal sufficiency by the JCC Contract Lawyer or a Judge Advocate with fiscal law expertise.  Although the legal counsel advising the JARB does not have a vote, the JARB shall not consider or vote on a requirement that is deemed not legally sufficient or that is legally objectionable.  The requiring activity may not resubmit the requirement to the JARB until it has addressed and corrected the requirement’s legally objectionable elements, and the requirement is deemed legally sufficient.  Legal issues concerning the Balkan Sustainment Contract or LOGCAP should be staffed concurrently through the JCC, the Administrative Contracting Officer (ACO), and the USAREUR SJA, ATTN:  AEAJA-KL, for coordination with the US Army Corps of Engineers Trans-Atlantic Programs legal advisor. 

Board Members.  During the JARB, board members should be actively involved in pursuing the validity of a requirement; ensuring its purchase benefits the operation in the long run.  Board members should research the issues to be voted prior to the JARB.  For instance, if an issue involves the purchase of a computer, it’s important to ask the DCSIM/IMO/G6/J6 if there are excess computers or if Information Management Authorization Request numbers have been requested.  
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15.2.7.1  EXAMPLE JARB QUESTIONS

· What is the funding source for the requirement?

· Was this item in your budget?

· How have you gotten along without it for so long?

· Why is this a valid requirement?

· Is there any similar excess property available in the Task Force (TF), or in another command or agency that could fill the need?

· When considering construction and facility renovation projects, are temporary construction/Red Book Standards and a 3-5 years planning horizon being used?

· Why is the requested quantity needed, and why can’t you get by with fewer?

· Why won’t a cheaper version suit the need? (Remember that cheaper sometimes means more expensive in the long run, if lower quality products must be replaced more quickly)

· Is the vendor or contractor you recommend the best source/only source you looked at?

· Is this part of a larger project?  Will any other purchases need to be made to produce a complete and useable facility, or to produce a complete and functional system?

· Can the item/materials be harvested if we move?

· Do you realize that when you leave here that the property will not go with you and that it stays here with the TF?

15.2.8  MODIFICATION OF IMPLEMENTING INSTRUCTION

 Recommended changes to the JARB procedures will be submitted to HQ, 21st TSC, Support Operations Contracting Office, ATTN:  AERLO-C, Unit 23203, APO AE  09263.
15.2.9  FINAL JARB APPROVALS

Each unit commander/staff section Officer in Charge (OIC) has the authority to approve the commitment of funds up to $2,500 without a JARB.  The Comptroller will provide oversight of these activities’ PR&Cs to ensure the appropriate commitment of funds.  The contingency or deployable approval matrix in section 15, page 19, delineate the final JARB approval authorities.
15.3  BALKANS SUSTAINMENT CONTRACT

The BSC Office has theater oversight responsibility for the BSC and provides contracted logistical support for downrange missions.  In mission planning and analysis, if your unit requires support under the BSC, prepare your SOW in coordination with SOCO.  The SOCO has prior SOWs for contingency operations under the BSC that can be reused in your operation.

27

Use of this contract is decided by the JARB for any given contingency.  If the JARB votes to use the BSC, the SOW, along with a justification over $50,000 is required by USAREUR DCSLOG for final approval.  All Balkan Sustainment or LOGCAP requirements exceeding $50,000 require final approval from USAREUR DCSLOG.  In addition, a justification over $50,000 questionnaire must be completed and submitted with the package.  The justification is on the 21st TSC SOCO homepage.  The SOCO will also assist units to prepare the justification.  The SOW is submitted to the ACO who requests a Rough Order of Magnitude (ROM) from the contractor.  Site Survey is critical before the operation begins.  A review of the requirements with the Balkans Sustainment or LOGCAP Contractor on the concept of operation will reduce contracting miscommunications once the operation has begun.

15.4  LOGISTICS CIVIL AUGMENTATION PROGRAM

The LOGCAP is designed for use in areas where Host Nation agreements exist, or where no bilateral agreements exist.  The Army Materiel Command-Europe (AMC-E) has theater oversight responsibility for LOGCAP and provides contracted logistical support throughout the European theater and beyond.  In mission planning and analysis, if your unit requires support under LOGCAP, prepare your SOW in coordination with SOCO.  The SOCO has prior SOWs for contingency operations under LOGCAP that can be reused in your operation.

Use of this contract is decided by the JARB for any given contingency.  If the JARB votes to use LOGCAP, the SOW, along with a justification over $50,000 is required by USAREUR DCSLOG for final approval.  The SOW is submitted to the ACO who requests a ROM from the contractor.

Site Survey is critical before the operation begins.  A review of the requirements with the LOGCAP contractor on the concept of operation will reduce contracting miscommunications once the operation has begun.

SECTION 16:  ACQUISITION WEBSITE

On 21st TSC homepage, select contracting and then select your area of need.  The website has the latest information regarding 21st TSC procurement guidance and policy.

SECTION 17:  PROCUREMENT ASSISTANCE

The SOCO is responsible for the initial review of all garrison PR&C packages valued at $200,000 and over, and all requirements for deployable operations for 21st TSC and all subordinate units.  The SOCO can assist with any procurement or IMPAC related questions or issues and serve as liaison to the contracting command.  The SOCO is located in building 3002 on Panzer Kaserne, DSN  484-7251, 484-7295, 484-7252 or 484-7286.  Our FAX is DSN 484-7300.

28

SECTION 18:  CONTRACTING OFFICES

Contracting Office
Telephone
Fax

Regional Contracting Office Seckenheim

Hammonds Barracks

APO AE  09266
DSN:  375-7576 or 7579

CIV:  0621-487-7576
DSN:  375-3353

DSN:  375-3353



Wiesbaden Contracting Center (WCC)

ATTN: AEUCC-C-A

CMR 410, Box 741

APO AE  09096


DSN:  336-2100

CIV:  0611-816-2100

Host Nation:

DSN:  336-2197

CIV:  0611-816-2197
DSN:   336-2104

CIV:    0611-816-2104

Host Nation:

DSN:  336-2179

CIV:  0611-816-2179

Regional Contracting Office Würzburg

ATTN:  AEUCC-W

Unit 26622

APO AE  09244
DSN:  351-4220 or 4339
DSN:   351-4846

CIV:  0931-2970-0
CIV:    0931-296-4846


DSN:   351-4846

CIV:  0931-296-4846
CIV:    0931-296-4846

Regional Contracting Office Grafenwöhr

Building 6164

Unit 28130

APO AE  09114


DSN:  475-7184 or 7192

CIV:  09641-83-7184 or 7192
DSN:  475-7258

CIV:   09641-83-7258



Regional Contracting Office Benelux

PSC 79/BRCO

APO AE  09714
DSN:  365-9625
DSN:   365-9610 OR 9611

CIV:  0032-2-707-9625
CIV:    0032-2-707-9610 OR 9611
DSN:   365-9610 or 9611 CIV:    0032-2-707-9610 or 9611

Regional Contracting Office Vicenza

ATTN:  AEUCC-I

Unit 31401, Box 33

APO AE  09630
DSN:  634-3911
DSN:   634-6908

CIV:  0039-0444-219-911
CIV:    0039-0444-381-280
DSN:   634-6908 

CIV:    0039-0444-381-280


USAFE Contracting Squadron LGCVR

Unit 3115

APO AE  09094


DSN:  489-7827
DSN:

CIV:  0631 536 7827
CIV:  0631-3539-114


DSN: None

CIV:  0631-3539-114
CIV:  0631-3539-114

Joint Contracting Center 

Operation Joint Guardian

Camp Able Sentry

APO AE  09790
DSN:  783-1431 


DSN:  783-1427

CIV:  00 389 91 211 039



Joint Contracting Center

National Support Element

Operation Joint Forge

APO AE  09793


DSN:  760-2333

CIV:  0036-209-730-913


DSN:  None 

CIV: 0036-82-426-462
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SECTION 19:  FORMS LIBRARY

The following forms are included as a reference and can be found in the SOCO website, as well as Delrina Form Flow.  If you need assistance with these forms, SOCO will assist you.

· DA Form 3953 (Purchase Request & Commitment-PR&C)

· DD Form 448 (Military Interdepartmental Purchase Request-MIPR)

· AE Form 715-2A-R (Unauthorized Commitment)

· Additional Funds Document

· Justification over $50,000
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Step 8

Prepare a well documented,

and detailed decision paper

for CG/DCG 

approval if over $200K. 

Start Here

No

8

If you need assistance

during this process, call

SOCO for assistance

484-7251, 7295, 7252

or 7286



Step 1

Requirement/Item 

Identified by Your Unit



Step 2

Is item in the supply

system or in-house? See

Supply Officer.



Item must be obtained

through the system.

Contact Unit Supply

Activity  to

proceed further.



Step 3

Is the item value 

 greater than $2,500?



Use IMPAC Card if item is

 authorized for IMPAC

 purchase and is within your

monthly spending limit.

See IMPAC LOI on

21st TSC IMPAC website



Step 4

Prepare SOW, or 

PWS.  If you require

assistance call SOCO.



Step 5

Obtain  3  Sources

of  Supply

(Market Research)



Step 6

Prepare Funded PR&C

(DA 3953), or DD 448

with PBO Requisition

 Number



Step 7

Is PR&C/MIPR

value greater

 than

 $199,999?



Send properly prepared 

PR&C/MIPR package to the

 contracting office of your choice.

See Section 18 for a listing of 

contracting offices.  



Step 9

Send PR&C/MIPR package 

to SOCO (AERLO-C) for

 review and processing.

 Building 3002,

 484-7251, 7252, 7286
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Step 8

Prepare a well-documented

decision paper for CG/DCG 

approval if over $200K. 

Start Here

No

No

Contact SOCO

to call a JARB to

review and approve

contingency requirement.

See JARB procedures

Section 15.2.

Yes
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Call SOCO for

assistance during

this process,

484-7251,7295,

7252, or 7286.



Step 1

Requirement/Item 

Identified by Your Unit



Step 2

Is item  in the supply

system or in-house?

See Supply Officer



Item must be obtained

through the system.

Contact Unit Supply

Activity  to

proceed further.



Step 3

Is the item value 

 greater than $2,500?



Use IMPAC Card if item is

 authorized for IMPAC

 purchase and is within your

monthly spending limit.

See IMPAC LOI on

21st TSC IMPAC website



Step 4

Prepare SOW, or 

PWS. If

you require assistance

call SOCO.



Step 5

Utilize Balkans

Sustainment or

LOGCAP Contract?

Section 15.3 & 4



Step 7

Is PR&C value

greater than

 $199,999?



Conduct Local JARB and

send PR&C package to

 contracting office of your

 choice.  See Section 18 for

 a listing of contracting offices.  



Step 9

Send PR&C package to

Support Operations

Contracting Office (SOCO)

 for review and processing.

Building 3002, 

484-7251,7295,7252,7286



Step 6

Prepare Funded PR&C

DA 3953, with PBO

Requisition Number
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Forward 

invoice to COR

COR certifies 

Invoice and forwards

to DFAS for payment 
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Forward 
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 certifies Invoice

 and forwards

to DFAS for

 payment 

DFAS pays bill

and forwards check

or EFT to Host Nation

DFAS forwards

a copy  paid voucher

to Contracting

Contracting prepares 

payment spreadsheet

and forwards to Unit

After final payment, 

close-out of STANAG 

No

Yes

At year end

Contracting prepares
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and forwards to 

ODCSRM

End

ACQUISITION AND CROSS SERVICE AGREEMENTS PROCESS








_1023618204.ppt


Yes

No

Yes

No

Yes

Step 8

Prepare a decision paper.

For CofS/DCofS approval if 

value  is between $75Kand

 $199,999; and CG/DCG 

approval if over $200K. 

Start Here

No

No

Contact SOCO

to call a JARB to

review and approve

contingency requirement.

See JARB procedures

Section 15.2.

Yes
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Step 1

Requirement/Item 

Identified by Your Unit



Step 2

Is item  in the supply

system or in-house?

See Supply Officer



Item must be obtained

through the system.

Contact Unit Supply

Activity  to

proceed further.



Step 3

Is the item value 

 greater than $2,500?



Use IMPAC Card if item is

 authorized for IMPAC

 purchase and is within your

monthly spending limit.

See IMPAC LOI on

21st TSC IMPAC website



Step 4

Prepare Statement 

of Work (SOW), or 

Performance Work

Statement (PWS). If

you require assistance

call SOCO.



Step 5

Utilize Balkans

Sustainment or

LOGCAP Contract?

Section 15.3



Step 7

Is PR&C value

greater than

 $75,000?



Send PR&C package to

 contracting office of your

 choice.  See Section 19 for

 a listing of contracting offices.  



Step 9

Send PR&C package to

Support Operations

Contracting Office (SOCO)

 for review and processing.

Building 3002, 

484-7251,7252,7286



Step 6

Prepare Funded PR&C

DA 3953, with PBO

Requisition Number














