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PART 1. - GENERAL
SUBPART 1.1 - PURPCSE, AUTHORI TY, | SSUANCE
1.101 - Purpose, Authority, Applicability, and |Issuance

a. The Procurenent Technical Reference Manual (TRM 025.01 is
established to provide consistent acquisition guidance and procedural
instructions for Bureau facilities. The TRM suppl enents the Bureau of
Prisons Acquisition Policy (BPAP), P.S. 4100.03. Contracting Oficers
shoul d consult all sources to ascertain the total acquisition policy in any
ar ea.

b. The devel opnent of the Procurenment TRM systemis in accordance with
Federal Acquisition Regulation (FAR) 1.301(c) and Justice Acquisition
Regul ations (JAR) 2801.304. Authority to issue the TRM has been furt her
del egated to the Assistant Director for Adm nistration, of the Ofice of
Primary Interest (OPl), by the D rectives Managenent Manual. The
Procurenent TRMis maintained by the Adm nistration D vision, Procurenent
and Property Branch.

c. Instructional and reference material contained in the TRM covers
areas where procedural inplenentation is required by the BPAP, or where
consi stent and conpati bl e procedures and instructions are suggested for
training and oversi ght purposes.

d. The Procurenment TRMis subdivided into Parts 1 through 53, which
correspond to BPAP, JAR, and FAR, Parts 1 through 53.

e. The nunbering systempermts inmmedi ate identification of each TRM
Part with coverage of the sane subject matter in the BPAP, JAR and FAR

SUBPART 1.2 - ADM NI STRATI ON
1. 201 - Mintenance of the Procurenent TRM
The Assistant Director for Admnistration issues revisions to the TRM as

necessary. Suggestions for revisions should be submtted to the Chief,
Procurenment and Property Branch.

SUBPART 1.6 - CAREER DEVELOPMENT, CONTRACTI NG AUTHORI TY, AND
RESPONSI BI LI TI ES

1.602-70 - Ratification of Unauthorized Comm tments

| nvoi ces for unauthorized conm tnments cannot be paid until the

approval for ratification has been received and the unauthorized

comm tnent has been ratified. |If the vendor requests paynent before the
comm tment has been approved and ratified, the
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contractor should be advised, using a format simlar to Attachnent 1-A TRM
that the purchase was not authorized by a Contracting O ficer and nust be
ratified before paynent can be authori zed.

Approved requests are returned to the appropriate Regional D rector, or
Chi ef Executive O ficer, for distribution to the applicable Contracting
O ficer, and for issuance of the necessary contractual docunents.

1. 603 - Sel ection, Appointnment, Reporting Career Managenent
Statistics, and Term nati on of Appoi nt nent

1. 603-2 - Selection

Nom nations for Contracting Oficer warrant appoi ntnents should be in the
formof a nmenorandum fromthe i medi ate supervisor to the Regional Chief,
Procurenent and Property. Nom nations fromthe Central Ofice should be to
the Chief, Procurenent and Property Branch.

Each nom nation is to include a signed, and dated, Optional Application for
Federal Enploynent (OF-612) or a resune including the criteria specified in
the Declaration for Federal Enploynent (OF-520), the supervisor's
verification of conpleted On-The-Job Training (QJT) units, a Certificate of
Conpet ency signed by the nom nee's supervisor, and a copy of the nom nee's
i ndi vidual training record.

It is the responsibility of the Regional Chief, Procurenent and Property
(or Section Chief) to evaluate the request to ensure the proposed warrant
| evel is appropriate. |If applicable, the Regional Chief, Procurenent and
Property (or Section Chief), will submt a witten request (see Attachnment
1-B, TRM for issuance of the Contracting O ficer warrant to the Chief,
Procurenent and
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1.603-2 - Sel ection (continued)

Property Branch. This request nust include the Contracting Oficer's nanme
(as it wll appear on the warrant certificate) and the warrant | evel
recommended. If the request is for an upgrade in warrant |evel, the
current Certificate of Appointnent Nunber must al so be incl uded.

Copi es of the above, as well as a copy of the Contracting Authority, are to
be retai ned by the Regional Chief, Procurenent

and Property (or Section Chief). Al Contracting Oficers will also

mai ntai n conpl ete docunentation records.

Contracting Authority |l evels do not preclude contract “adm nistration”
duties performance for higher dollar contracts. *

a. Required formal procurenent training courses are:

I Level | Authority - Basi ¢ Procurenent or
(One Course) Sinplified Acquisition *
I Level Il Authority - Seal ed Bi d/ Contract
(Two Additional Courses) Adm ni stration
Busi ness Law
Econom cs
Communi cations (e.g., English,
Literature) *
I Level Il Authority - Cont r act
(Three Additional Courses) Negoti ati ons/ Cost or

Price Anal ysis/ Service
Contracting
Account i ng

Busi ness Fi nance *
I Level IV Authority - Contract Law
(Three Additional Courses) Cl ai ns/ Di sput es/

Term nati ons
Cost Accounting
An Advanced Contract or
Col | ege Level Course *

Col | ege courses in any area other than business/comruni cati ons nust be
approved by the Chief, Procurenent and Property Branch or designee. *

1.603-2 - Sel ection (continued)

45U Funds may be used for Contracting Oficers and | nventory Managenent
Speci al i st s. *

Not e: Devi ation fromrequired courses and substitutions nmay be approved
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by the Chief, Procurenent and Property Branch.

b. Required Federal Acquisition Institute (FAl) Contract Speciali st
Wor kbook; QT units are listed in Attachnment 1-C, TRM

C. In order to receive Real Property Leasing Authority, the follow ng
procurenent training classes shall be conpl eted:
1) Federal Real Property Leasing; 2) Federal Real Property Lease Law, 3)
Lease Adm nistration; 4) Cost and Price Analysis of Lease Proposals; 5)
Techni ques of Negotiating Federal Real Property Leases.

1. 603-3 - Reporting Career Managenent Statistics

An | ndi vi dual Devel opnent Plan (1DP) (optional use Attachnent
1-D, TRM, or other format containing simlar data, shall be conpleted in
accordance wth the BPAP.

SUBPART 1.7 - CONTRACTI NG OFFI CER S TECHNI CAL REPRESENTATI VE
1.701-70 - Contracting Oficer's Technical Representative

A Contracting Oficer may appoint a certified Contracting Oficer's
Techni cal Representative to nonitor daily contractor perfornmance. Exanples
of contracts usually requiring appointnent of a Contracting Oficer's
Techni cal Representative are: Construction Contracts (the Contracting

O ficer's Technical Representative is usually referred to as a Project
Representative), Medical Contracts, Non-Personal Services Contracts, etc.

The Contracting Oficer's Technical Representative prepares witten
nmonitoring reports quarterly and with each request for paynent. The
Contracting O ficer may require nonitoring reports nore frequently, if
determ ned necessary in light of the contractor's performance. The reports
shall be forwarded to the Contracting Oficer and filed in the official
contract file.

The nonitoring report includes, where applicable, the current status of the
contract in terns of percentage of conpletion,
1.701-70 - Contracting Oficer's Technical Representative

(Conti nued)

acceptability of the contractor's work, progress made during the period, a
detail ed statenent of all technical problens

encountered during the period, any planned solutions, and any contract ual
probl ens encountered or anticipated (See Attachnment 37-A, TRMor simlar

form.

When an individual has successfully conpleted the Contracting Oficers
Techni cal Representative training course, the |ocal Enployee Devel opnent
Manager (EDM or Enpl oyee Devel opnent
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Adm ni strator issues a nmenorandum of course conpletion to the participant
and pronptly notifies the Supervisory Contract Specialist.

The Supervisory Contract Specialist or the EDMis responsible for

adm nistering the Contracting O ficer's Technical Representative test in a
controlled setting. The test booklet is imediately returned to the
Supervi sory Contract Specialist, who will submt a nmenorandum requesting a
Certificate of Contracting Oficer's

Techni cal Representative Appoi ntnent be issued, to the Regional Chief
Procurenment and Property. The nmenorandum nust be acconpani ed by a signed
copy of a Procurenent Integrity Certification for Procurenent O ficials,
the original answer sheet, and a copy of the menorandum of course
conpl eti on.

Upon receiving a witten request fromthe Supervisory Contract Speciali st
and ensuring successful conpletion of the test (m ninmum passing score of 70
percent) the Regional Chief, Procurenent and Property issues a Certificate
of Contracting Oficer's Technical Representative Appointnment, Form DQJ-
539. Contracting Oficer's Technical Representative Certificate of
Appointnments are valid until rescinded in witing, or until the individual
is separated fromthe Bureau.
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S AMP L E

(Lett erhead)

(Dat e)

(Vendor Nane)
(Addr ess)
(City, State Zip code)

Attn:

Re: | nvoi ce #
Dat ed:
Recei ved:

Pl ease be advised only Contracting Oficers have authority to enter into
contracts to the extent of their warrant. Wen ordering supplies or
services, the Contracting Oficer will provide either a Purchase O der
nunber, a Request for Purchase nunber, or Credit Card Nunber.

The supplies/services, for which your conpany invoiced the Bureau of
Prisons, were ordered by an individual who | acked procurenent authority.
The Federal Acquisition Regulation at 1.602-3 prohibits the Government from
maki ng paynment until the unauthorized conmtment is ratified by an official
who has authority to do so.

We regret any inconvenience this may cause and we wi sh to assure you that
every effort wll be nade to handle this action in a tinmely manner.

Si ncerely,

(Contracting Oficer's nane)

(Title)
(Phone Number)
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CERTI FI CATE OF COMPETENCY

| hereby certify that (Nane) (Title) is
conpetent to perform applicable Contracting Cfflcer s duties required
by the _(Warrant Level) Contracting Authority.

* Based on the results of an interview and review of the individual's
prior education, procurenment training, and work experiences, hel/she
has the requisite know edge to performthe applicable Contracting

Oficer's duties. For Level Il and above he/she has satisfactorily
denonstrated a functional and operational know edge of the On-The-Job
Training Units contained in the Contract Specialist Wrkbook. *

Upon the basis of the preceding findings and pursuant to Bureau of
Prisons Acquisition Policy 1.603-2, it has been determ ned t hat
(Nare) is eligible to receive

(Warrant Level) (_(Dollar Ampbunt) ) Contracting Authority.

(I medi ate Supervi sor) (Dat e)
(Locati on)

CONCURRENCE

Regi onal Chief, Procurenent and Property
or
Section Chief, Central Ofice

Institution or |ocation
Mai | i ng Address:

Certificate of
Appoi nt mrent nunber




PROCUREMENT

TRM 4101. 03
9/ 22/ 99
Part 1, Attachnent 1-C, Page 2

LEVEL I

QIT UNILTS

1. Forecasti ng Requirenments
2. Acqui sition Pl anning

3. Pur chase Requests

4. Fundi ng

5. Mar ket Research

6. Speci fications

7. Statenents of Work

8. Servi ces

9. Sour ces

10. Set Asides

11. 8(a) Procurenent

12. Conpetition Requirenents
14. Lease vs. Purchase

17. Method of Procurenent

18. Procurenent Pl anning

19. 3 Establishing Agreenents
23. Need for Bonds

25. Publicizing Proposed Procurenent
26. Preaward Inquiries

27. Prebid/ Proposal Conferences
44, Negotiation Strategy

45. Conducting Negoti ation
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LEVEL |1 (Conti nued)

AT UNILTS

47. Responsibility

52. Protests

53. Fraud and Excl usion

54. Contract Adm nistration Planning
55. Postaward Orientation
56. Orders

58. Monitoring

59. Del ays

60. Stop Work

61. Renedies

62. Property Adm nistration
63. Reporting Performance Probl ens
65. Paynent

67. Assignment of C ains

69. Progress Paynents

74. (O oseout

75. Contract Mdifications
76. Term nation

77. Adm ni stering Bonds

78. Cains

79.

Oientation
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LEVEL |11
QIT UNILTS
15. Price Related Factors
16. Techni cal Eval uation Factors
19.1 Selecting the Contract Type
19.2 Soliciting Tinme & Material/Labor Hour Contracts
19.4 Indefinite Del. Contracts
19.5 Fixed Price Contracts
21. Contract Financing
22. CGovernnent Property
24. Solicitation Preparation
28. Amending Solicitations
29. Canceling Solicitations
30. Processing Bids
31. Bid Acceptance Periods
32. Late Bids
33. Bid Prices
34. Responsiveness
35. Processing Proposals
36. Technical Eval uation
37. Price (bjectives
38. Cost and Pricing Data
40. Cost Analysis
41. Evaluating Oher Terns & Conditions

LEVEL 111 (Conti nued)

QIT UNIL TS
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42.
43.
46.
49.
50.
51.
S57.

73.

Conpetitive Range

Fact finding

M stakes in Ofer
Prepari ng Awards

Awar d

Debriefing

Consent to Subcontracts

Def ective Pricing
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LEVEL IV

QIT UNILTS

13. Unsolicited Proposals

39. Audits

48. Subcontracting Requirenents

64. Limtation of Costs

66. Unal | owabl e Costs

68. Collecting Contractor Debts

70. Price and Fee Adjustnents

71. Accounting and Estimating Systens

72. Cost Accounting Standards
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BP-s615.041  Procurenment Career Devel opnment Program  coFRv

JUL 96 | ndi vi dual Devel opnent Pl an

U. S. DEPARTMENT OF JUSTI CE FEDERAL BUREAU OF PRI SONS
&8EEEEELEELEELEELEELEELEELEELEELEELEELEELEELEELEELEELEELEELEELEELEELEELEELE

Q4444444444444 44444444444444444444444444444444444844444444444444444444444444444844444444444444444444444444
A444444444444444444
1. Name (Last, First, M) 2. Current Position, Series, & Gade 3. Education Level Ootained 4. Tota
Procurement Experience
Q4444444444444 444444444444444444444444444444444448444444444444444444444444444444844444444444444444444444444
A444444444444444444
5. Short-Term Career Goal s

(1-2 Years)
2223333233332333331333131333131333131333131333131333131333131313133131313131313313131331313131313131313131113111131)11)1)))))

23333133)3133)3)))
6. Long-Term Career GCoal s
(3-5 Years)

gggggggggggggggggg)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
I NDI VI DUAL NEEDS ASSESSMENT

DEVELOPMENTAL TRAI NI NG ACTI VI TI ES
444444044848 84484 4044888848484 88 484404840884 484 8484844844448 88 884404848484 4844048448440 4088440444484 48444444444 444444
444444444444444444
7. FORVAL PROCUREMENT TRAI NI NG -

COURSE ESTI MATED
DATE

DESCRI PTI ON PRI ORI TY LOCATI ON COSTS
Mo/ Yr

222233333333313333331133333113133333113333331133333331333333113333331133333311333333113333331133333311333331133333I)))
2333333133333111))

222233133333333333331133333111333331133333331313333311333333113333331133333311333333113333331133333311333331133333I)))
2333331133333100))

222233333333313333331133333111333331133333311333333113333331133333311333333131333333113333311133333311333331133333I)))
233333113333310))

222233133333313333331333333131333331133333311333333113333331133333311333333131333333113333331133333311333331133333I)))
2333331133333100))

444444044848 484 488884848484 88 484404840884 484 8484844844448 8 48440448484 4044048448440 8088440444484 44444444 444444444
444444444444444444

8. ON THE JOB (QJT) PROCUREMENT SPECI ALTY TRAI NI NG -

DATE
DESCRI PTI ON/ SPECI ALI ZED AREA OBJECTI VE
Mo/ Yr

2222333333333133333331133333113133333113333331133333311333333113333331133333311333333113333311133333311333331113333I)))
233333113333311)))

222233133333333333331133333113133333113333331133333311333333113333331133333311333333113333331133333311333331133333I)))
2333331133333110))

222233333333313333331133333113133333113333331133333311333333113333331133333311333333113333331133333311333331133333I)))

2333331133333)))3))
44444444444444444044444444444440444444044444444444440444444444444444444444444444444444444444444444444444444

444444444444444444
9. Accumul ated Nunmber of Training Hours 10. Current Warrant Level / Effective Date 11.
Certificate Number

4444444444848444484844444844444848444484844484848444844848448448484444848444484484448448484484484844448484444484844448484444848444448444444444444
444444444444444444
12. Enpl oyees Signature Dat e 13. I medi ate Supervisor's Signature Title

Dat e

444444044848 8484 4084848848484 84 484404848484 484 4848848440488 484 404848484484 8048448440440 8 8440444484484 44444444 444444
444444444444444444

*ATTACH CURRENT COPY OF TRAI NI NG RECCORD
4444404484888 4044888848484 84 4844048484484 484 848484484404 88 48440448484 48440484 48440444884 404444844484 444 44444444444

444444444444444444
14. PERSONAL CAREER TRAI NI NG DEVELOPMENT -
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TRAI NI NG ESTI MATED SOURCE OF
JUSTI FI CATI ON

REQUESTED CosT TRAI NI NG
CATEGORY

44444444444444444444444444444440444444044444404444440444444444444444444444444444444444444444444444444444444
444444444444444444

1.
2222333333333133333311333331131333331133333311313333311333333113333331133333311333333113333311133333311333331113333I)))
3)))))))))))))))))

2222333333333133333313333331313333311333333313333331133333311333333113333333133333311333333113333331333331133333I)))
%)))))))))))))))))

222233133333313333333133333113133333113333331133333311333333113333331133333311333333113333331133333311333331133333I)))
2)))))))))))))))))

22223333333331333333113333311333333113333333133333331333333113333331133333311333333113333331133333311333331133333I)))
g)))))))))))))))))

444444044848 4484 4084888848484 88 884484848884 484 8484884844448 88 88440448484 40440484 48440444484 4044448448444 44444444444
444444444444444444

Justification Category (sel ect one)

M = Mandat ory Trai ni ng
G = Departnment - Institution Goal s/ New Technol ogy
P Per f ormance | nprovenent and Devel oprment

(This formmay be replicated via
WP)
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3.104 Procurenent Integrity
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PART 3. - | MPROPER BUSI NESS PRACTI CES AND PERSONAL CONFLI CTS OF

| NTEREST
SUBPART 3.1 - SAFEGUARDS

3.104 - Procurenent Integrity

a. Training Procedures for Procurenent Integrity. Local EDMs
may coordinate training wwth the Bureau Ethics Oficer, Ofice of
General Counsel, Central Ofice. A training video has been
devel oped and distributed for use in the training. The training
and publications satisfy the mninmumtraining requirenent and
provide sufficient information to enabl e individuals to make the
necessary certification.

The institution Supervisory Contract Specialist maintains
copies of the signed Certificate of Procurenent Integrity and a
copy is provided to the Bureau Ethics Oficer who keeps an agency
file of all Procurenent O ficials. The appropriate distribution
shal | be acconplished by the |ocal Supervisory Contract
Speci al i st.

b. Ethics Advisory Opinions. An enployee or forner enployee
who is or was a Procurenent O ficial may request an ethics
advi sory opinion. Requests for ethics advisory opinions shall be
submtted in witing to:

Ethics Oficer

O fice of General Counse
Federal Bureau of Prisons
320 First Street, NW
Washi ngton, D. C 20534
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|
BP- S645. 41 PROCUREMENT | NTEGRI TY CERTI FI CATI ON FOR PROCUREMENT
CFFI Cl ALS

U. S. DEPARTMENT OF JUSTI CE FEDERAL BUREAU OF PRI SONS

As a condition of serving as a procurenent official, I,

, hereby certify that | amfamliar with the
provi si ons of subsections 27(b), (c), and (e) of the Ofice of
Federal Procurenent Policy Act (41 USC 423) as anended by section
814 of Public Law 101-189. | further certify that I wll not
engage in any conduct prohibited by such subsections and w |
report immedi ately to the contracting officer any information
concerning a violation or possible violation of subsection 27(a),
(b), (d), or (f) of the Act and applicabl e inplenenting

regul ations. A witten explanation of subsections 27(a) through
(f) has been nade available to ne. | understand that shoul d I

| eave the Governnent during the conduct of a procurenent for

whi ch | have served as a procurenment official, | have a
continuing obligation under section 27 not to disclose
proprietary or source selection information relating to that
procurenent and a requirenent to so certify.

Si gnature Dat e
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4.202-70 Bureau Di stribution Requirenents
SUBPART 4.6 - CONTRACT REPORTI NG

4.602 Federal Procurenment Data System
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* 4.804-5 Det ai | ed procedures for closing out contract files*
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PART 4. - ADM N STRATI VE MATTERS
SUBPART 4.1 - CONTRACT EXECUTI ON
4.101-70 - Reviews Prior to Contract Award

When a pre-award review is required, the conplete contract and
solicitation file, including original papers, abstract, and
unsuccessful bids/proposals, nust be submtted for review *

SUBPART 4.2 - CONTRACT DI STRI BUTI ON
4.202-70 - Bureau Distribution Requirenents

Upon award of a Community Correction Center contract, a copy of

t he successful proposal and all pertinent docunents shoul d be
sent to the Community Corrections Manager, and the respective
Managenment Center Adm nistrator (Clarification and Deficiencies,
Best And Final Ofers, and Award Docunents). *

SUBPART 4.6 - CONTRACT REPORTI NG
4.602 - Federal Procurenent Data System ( FPDS)
The following are not included in the FPDS reporting system

a. Trust Fund Purchase Orders and contracts are not included
in the FPDS reports because the Trust Fund operation involves
non- appropri ated funds;

b. Delivery Orders placed against National Bureau Contracts
are not reported in the FPDS reports, regardl ess of dollar val ue.
These delivery order actions are collected using the accounting
system t hrough the use of designated project codes; and

c. Mcro-purchases nmade with the Governnent Purchase Credit
Card shall not be included in the FPDS reports.

See Attachnent 4-A of the TRM for guidance in conpleting the FPDS
Desi gnati on Codes.

4.602-70 - Federal Procurenent Data System (FPDS) Reports
a. Individual Contract Action Report (ICAR) (SF-279). All

| ocations are encouraged to utilize the conputerized |ICAR within
the automated small purchasing systemto ensure accuracy.

4.602-70 - Federal Procurenent Data System (FPDS) Reports
(Cont i nued)
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b. Summary of Procurenent Actions of $25,000 or Less
(SEF-281). Institutions using the automated small purchasing
system shall extract and submt the statistical information of
the SF-281 quarterly, on a conputer diskette, along with one hard
copy to each Regional Ofice by the 10th cal endar day of the
month after each quarter ends. The Regional Ofice consolidates
and forwards a conputer diskette to the Central O fice, not |ater
than January 15; April 15; July 15; and, QOctober 23.

Not e: The Managenent and Specialty Training Center, Central
O fice Business Ofice, and other Central Ofice
Procurenment and Property Branch Sections shall al so
submt a conputer diskette to the Procurenent and
Property Branch within the corresponding tine limts.

Contracting Oficers shall retain a copy of these reports for
| ocal use.

c. Certification of Reporting Requirenents (Attachnent 4-B of
the Procurenent TRM. This formshall be conpleted as specified
in the BPAP.

SUBPART 4.8 - GOVERNMENT CONTRACT FI LES
4.803-70 - ldentification of Acquisition Docunents

Request for Proposals (RFP)/Invitation for Bids (IFB), SF-1442,

or SF-1449) are nunbered consecutively, preceded by the
institution allotnment code nunber and a hyphen (e.g., 170-0001,
170-5555) and continued until the limt of four digits is reached
(e.g., 170-9999) wthout regard to fiscal year. Trust Fund, and
Buil ding and Facilities (B&F) invitations are to be included in

t he sane seri es.

Contracts are nunbered as follows - Each starts wth the capital
letter "J," followed by the institution allotnment code nunber and
a small letter "c" and hyphen (e.g., J100c-) followed by a three
digit nunber assigned in sequence beginning with 001 and
continuing through 999 without regard to fiscal year (CGeneral
Accounting O fice (GAO Policy and Procedure Manual for Guidance
of Federal Agencies, page 7.6-2).

4.803-70 - ldentification of Acquisition Docunments (continued)

Request for Quotations (RFQ (SF-1449 or SF-18) are nunbered
consecutively. The identification nunber is preceded by the
institution nunber and a hyphen (e.g., RFQ 170-0001). |If RFQs
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are nunbered by fiscal year, the nunber shall be foll owed by the
fiscal year notation (e.g., RFQ 170-0005-6 indicates RFQ #5 for
Fiscal Year 1996). All RFQ nunbers are accounted for in a
nureri cal | ogbook (or conputerized systen)

Purchase Orders are nunbered consecutively beginning at the start
of each fiscal year, unless using the YREGDOC nunber. The series
of Purchase Order nunbers (unless using YREGDOC nunbers) is as
desi gnated by local internal docunentation, and may denote a
certain series of nunbers of Bl anket Purchase Agreenents,
recurring requirenments orders, etc.

When using the YREGDOC nunber in |lieu of a Purchase O der nunber,
contracting staff shall continue to assign a Request for Purchase
nunber to each docunent arriving in the Procurenent O fice for
action (except Credit Card Purchase fornms) and shall maintain a
Request for Purchase | og, cross-referencing the YREGDOC nunber in
lieu of the Purchase Order nunber.

Bl anket Purchase Agreenents (BPAs) for Sal aries and Expenses
(S&E). Building and Facilities (B&)., and Trust Fund - This type
of procurenent may be used when purchases of a wi de variety of
items, in a broad class of goods or services from severa
vendors, are routinely made. Obligations for these types of
goods and/or services is made using a Request for Purchase (RP)

Contract, Purchase Order, and Mdification Reqgisters shall be
mai ntai ned in accordance with the information required in
Attachment 4-C of the Procurenent TRM

4.804-5 - Detailed Procedures For Closing Qut Contract Files (For
Maj or B&F Construction Projects)

a. Requirenments for Final Paynent

(1) Final inspections and Punch |ist have been conpl eted
and accept ed.

(2) Al warranties, guarantees, and operating manual s have
been received including conplete equi pnent operation and
mai nt enance instructions.

4.804-5 - Detailed Procedures For Closing Qut Contract Files (For
Maj or B&F Construction Projects)(continued)
(3) Sufficient funds have been set aside to offset any
| i qui dat ed danmages or other indebtedness of the Contractor to

Bur eau under the contract.

(4) dearance has been obtained fromthe surety conpany
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confirmng that Contractor has met all obligation.

(5) There are no outstanding litigation, appeal, or
term nation actions.

(6) There are no pending | abor disputes.

(7) Al as-built drawi ngs have been received.

(8) Contractor’s final invoice has been submtted.
b. Contractor’s C oseout Checkli st

(1) The Contractor has submtted a “Contractor’s Affidavit
Rel ease of Lien” (Al A docunent G7/06A) and Al A docunment G706,
“Contractor’s Affidavit of Debts and Clains,” pertaining to
paynment of Subcontractors and suppliers.

(2) Al as-built draw ngs have been received.
(3) Contractor’s final invoice has been submtted.
(4) Release of Cainms Form

(5) Consent of Surety Conpany to Final Paynent (AlIA form
Gr07) .

c. The Contracting Oficer is required to furnish the
follow ng itens:

(1) Certificate of Substantial Conpletion (AlA Form G704)
(I'f granted).

(2) Certificate of Contract Conpletion.

(3) Miltiple Paynment Regi ster (From Accounti ng).

(4) Contracting Oficer’s Conpletion Statenent.

(5) Contract C ose-out Checklist.

d. The Project representative/Contracting Oficer’s Techni cal
Representative is required to submt:
4.804-5 - Detailed Procedures For Closing Qut Contract Files (For
B&F Maj or Facility Construction) (continued)

(1) Contractor’s Performance eval uation (SF 1420 or
SF 1421).

(2) A nmenorandumto the Contracting Oficer stating:

S Fi nal inspection has been conpl et ed.

S Punch list itenms have been corrected.

S Location of all warranties, guarantees, operations
manual s, and keyi ng schedul e.



PROCUREMENT TRM 4101. 03
Part 4, Page 5

S Location of “as-built” drawi ngs and A/E prints.
S Statenent that the contract should be considered
conpl et e.
e. Job O oseout - Contracting officers shall assure the

foll ow ng actions have been acconplished prior to job closeout:

a. Transfer
(1) Keys
(2) Uilities

b. otain Fromthe Contractor:
(1) Letter establishing warranty dates.
(2) As-built docunents.
(5) Conplete list of subcontractors.
(6) Cuarantees.
(7) Air balance report.
(8) Equi pnent operating and mai nt enance instructions.
(7) Final Mdification, confirmfinal paynent due
Contractor. *
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AVAI LABLE CODES TABLE FOR PART | - PRI ME CONTRACT ACTI ONS OF $25, 000 OR LESS
+3322223330233333133333133333313333333313333013333331033333113333331133333331333333313333331133333311333333113333))
203333313333330))

* * * * NET DOLLAR AMOUNTS

73133333333333133331330313133313303131333131310131)1313)1313350)))3313))1)))))1
* * * Number * Snmal | * Large

* Domestic * O her
Tot al *
* PROCUREMENT *  of * Busi ness *Busi ness * Qutside * Entities
Dol l ars *
* METHOD * Action * Concer ns *Concerns * us./ =*
* * * * * Foreign =~
* * (a) * (b) * (c) *(d) * (e)

() *
ggggggg))))))))))))))))))))))))3))))))))3)))))))))))))))))))))3)))))))))3))))))))))3))))))))))))))3)))))))

A * 1. Tariff or Regul ated * * * * *
* Acqui sitions * * * * *
1, 2, 3 *
6, 7, A~ *
ggggggg))))))))))))))))))))))))3))))))))3)))))))))))))))))))))3)))))))))3))))))))))3))))))))))))))3)))))))
NEW = 2. Contract for Foreign * * * * *
B *
* Gover nment or * * * * *
1, 2, 3 *
* International Organization * * * * *
6, 7, 8, A* *
ggggggg))))))))))))))))))))))))3))))))))3)))))))))))))))))))))3)))))))))3))))))))))3))))))))))))))3)))))))
AWARDS * 3. Purchases Usi ng SAP * * C * D * E * F
* (FAR Part 3) * *1,2,3 *1,2,3 *1,2,3 *1,2,3
* * *2,6,7,A,C,G,K,* * ok *6,7,A,* *8,*

*

ggggggg))))))))))))))))))))))))3))))))))3)))))))))))))))))))))3)))))))))3))))))))))3))))))))))))))3)))))))

AND * 4. Delivery Orders - * * G * H > | *J

* gSA Schedul es Only * *1,2,3 *1,2,3 *1,2,3 *1,2,3

* : * *6,7,A% * % *6,7,A* *8*
ggggggg))))))))))))))))))))))))3))))))))3)))))))))))))))))))))3)))))))))3))))))))))3))))))))))))))3)))))))
MODI FI - * 5. EeliveryO’ders- * * K * L * M * N

* 9her Feder al Schedul es * *1,2,3 *1,2,3 *1,2,3 *1,2,3

= N *6,7,A* * *6,7,A* * 87+
ggggggg))))))))))))))))))))))))3))))))))3)))))))))))))))))))))3)))))))))3))))))))))3))))))))))))))3)))))))
CATIONS * 6. Delivery Oders - * * 0 * P * Q * R

* ZII O her * *1,2,3 *1,2,3 *1,2,3 *1,2,3

* ) * *2,3,4,56,7,ACDE=* 3 * *6,7,A* *38*

« N * GHI,KL MNOQP,** N N

*

ggggggg))))))))))))))))))))))))3))))))))3)))))))))))))))))))))3)))))))))3))))))))))3))))))))))))))3)))))))

* 7. 9her Procur enent * * S * T * U * Vv

* I’\(/Ethods * *1,2,3 *1,2,3 *1,2,3 *1,2,3
= N *2,3,4,56,7,ACDE™> 3,* *6,7,A* *38,*
N N * GHI,KL MNOQP,** N N

*

Bk X X R b b b XNSN R R R X X b o ENSN R R X NSNS X R b R X NSNS R R X X R R NN R R NN b o NSNS R R X X % X

733333333333333333313333311133333333333311333331131333331133333311333331113333333333331113333311133333113333)131)3)))
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DIIIIN1

* * 8. TOTAL NEW AWARDS * * * * *

* * AND MODI FI CATI ONS * * * * *

5333333333§3333333))))))))))))))))))))))))2))))))))2)))))))))))))))))))))2)))))))))2))))))))))2))))))))))))

AVAI LABLE CHARACTERS TABLE FOR COWPETI TI ON

%23223233232332333131333131333131333131333131333131333131333131333131333131333131313131313131333131313131131313111I11)1)))

DIDDIDIDIIIIIDIIDIIDE . . .

* Credit, when the second character in the CODE is:

73223)3320333333313133131331313313133133033313131313101>31311313131313133131131313101331313131313103131313131)15031))))

22)))000)))))))))1

* * 9. Conpeted * * 1 * 1 * 1 * 1
*> l *>

73223233232332323131331313313133131313131331313313133133131313133313113131131311313313131311313X131313131)13))))))

223123301

* * 10. Not Conpeted * * 2 * 2 * 2 * 2
*> 2 *>

73223)33232332323131333313313133131331313313133131331>313331311313113131131311313313131311313X13131131)13))))))

223133301 .

* * 11. Not Available for * * 3 * 3 * 3 * 3
*> 3 *>

* * Conpetition * * * * *

5gggg%ggg%ggggggg)))))))))))))))))))))))2))))))))))2))))))))))))))))))))))))2)))))))))))2)))))))))))2))))))

AVAI LABLE CHARACTER TABLE FOR PART || - SELECTED SOCI OECONOM C STATI STI CS

(I'ncl udes both new awards and nodifications)

223333313333333333333333333333333333133333333333331333331133333311333331133333311333333113333))

)

)%I’?EFERENCE PROGRAMS TYPE OF CONTRACTOR
7322323323233232313133131331313313130333113501311313131350131133313331313331313131313131313131313130313131130313113131))))
D220 0000000)D) DXt
* *Nunber * Total = *Nunber *
Tot al *

* CATEGORY *  of * Not * CATEGORY * of *
Not *

* *Actions* Dollars * *Actions>
Dol l ars *

* * (a) * (b) * * (a) *

(b) *
;gggggggggggggg gg)))))))))))))))))2)))))))2)))))))))2)))))))))))))))))))))))))))))))))2)))))))2)))))))))))
* Credit, when the third character of the code is:

)
)
g)))))))))))))))))))0)))))))0)))))))))0)))))))))))))))))))))))))))))))))0)))))))0)))))))))))
[¢

1O220200002)0));

IIII)0I))))))1 ! .

* 13. Not Applicable * * *18. Smal | Di sadvant aged Busi ness * *
6,A,CDEKL MNP *
;ggggggggggggggggg)))))))))))))))))3)))))))3)))))))))3)))))))))))))))))))))))))))))))))3)))))))3)))))))))))
* 14. Smal |l Busi ness Set- Aside * * 2,C G K *19. Wnman- Owmed Smal | Busi ness * *
7,AAGHI,K L MOQOP *
;ggggggggggggggggg)))))))))))))))))3)))))))3)))))))))3)))))))))))))))))))))))))))))))))3)))))))3)))))))))))
> 15. Labor Surplus Area Set-Aside * * 3,D, H L *20. Sheltered Wrkshop * * 8
732232332323323231313333133131313131331313)3133331313313313131333131313131131311313113131133)13131313X1))11))))))
IIIIII)))3))0))))1

* 16. Conbi ned Labor Surpl us/ * * 4, E L, M* * *

* Smal | Busi ness Set - Asi de * * * * *
;ggggggggggg)))ggg)))))))))))))))))3)))))))3)))))))))3)))))))))))))))))))))))))))))))))3)))))))3)))))))))))
* 17. 8(a) Awards * *5 NOQP * * *
5gggggggggggggggg))))))))))))))))))2)))))))2)))))))))2)))))))))))))))))))))))))))))))))2)))))))2)))))))))))
Pl ease note that PART Il of the formdoes not receive credit when the third character of the ACCOUNTI NG
CODE entered in the

Purchase Order is: *. (For actions over $500,00 nade pursuant to the Snall Business Conpetitiveness



Denmonstrati on Test Program use code: ***. These actions will NOT be credited on the SF-281 and MJST
be reported on the SF-279.)
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U S. DEPARTMENT OF JUSTI CE
FEDERAL BUREAU OF PRI SONS

FY | nstitution

Quarter Regi on

CERTI FI CATI ON

I, : , under the penalties

( NAME) (TI TLE)
of perjury have exam ned the information to be submtted by
(institution/Region) to the Central Ofice of the Federal Bureau of
Prisons, for making information returns on behalf of the Departnent of
Justice to the Internal Revenue Service, and certify that this information
has been prepared pursuant to the requirenments of Section 26 U S.C. 6050M
and that it is to the best of ny know edge and belief, a conpilation of
institutional/Regional records maintained in the normal course of business
for the purpose of providing true, correct and conplete returns as required
by 26 U.S.C. Section 6050M

Si gnat ur e* Dat e

*Must be certified as foll ows:

I nstitutions = Wardens
Regi ons = Regional Director
Central Ofice = Director (or Designee)
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FEDERAL BUREAU OF PRI SONS

CONTRACT REQ STER
| NSTI TUTI ON

CONTRACT
NUVBER

COST
CENTER

RP/ RCA
NUVBER

DESCRI PTI ON

VENDOR

AMOUNT

DATE
AVWARDED
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FEDERAL BUREAU OF PRI SONS
PURCHASE ORDER REG STER

| NSTI TUTI ON
PURCHASE DATE
ORDER COST RP/ RCA OF
NUVBER CENTER NUVBER DESCRI PTI ON VENDOR | AMOUNT AVARD




PROCUREMENT

TRM 4101. 03

Part 4, Attachnment 4-C, Page 3

FEDERAL BUREAU OF PRI SONS
CONTRACT MODI FI CATI ON REG STER

| NSTI TUTI ON

ORI G NAL DATE | NCREASE | NEW
CONT RP/ RCA MOD. COST | ( DECREASE) | TOTAL
NUVBER NUVBER DESCRI PTI ON VENDOR | AWARDED | CNTR | AMOUNT AMOUNT
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FEDERAL BUREAU OF PRI SONS
PURCHASE ORDER MODI FI CATI ON REG STER
| NSTI TUTI ON
ORI G NAL DATE | NCREASE NEW
PO RP/ RCA MOD. COsT ( DECREASE) TOTAL
NUVBER NUVBER DESCRI PTI ON VENDOR | AWARDED | CENTER | AMOUNT ANMOUNT

PART 5
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PART 5. - PUBLI Cl ZI NG CONTRACT ACTI ONS
SUBPART 5.1 - DI SSEM NATI ON OF | NFORVATI ON

5.101-70 - Notices to Departnent of Justice and O fice of Small
and D sadvant aged Business Utilization

Whenever Contracting Oficers are required to synopsize either a
proposed contract action or a contract award in the Commerce

Busi ness Daily (CBD), a copy of the synopsis shall be sent to the
Departnent's O fice of Small and D sadvant aged Busi ness
Utilization. *

Address: Departnent of Justice
Ofice of Small and D sadvant aged Busi ness
Utilization
1331 Pennsyl vani a Avenue
Suite 1010 National Pl ace Buil ding
Washi ngton, D. C. 20530

A copy of all CBD synopsis of proposed procurenent actions and
contract awards shall be forwarded to the Regi onal Chief
Procurenment and Property at the time of transm ssion to the
Departnent of Conmmerce. *

Not e: To ensure proper billing, block nunber four (4) of the
CBD announcenent, nust reference the follow ng nunber:

GP0441005



PROCURENMENT TRM 4101. 03
Part 7

PART 7
ACQUI SI TI ON PLANNI NG
TABLE OF CONTENTS
SUBPART 7.1 - ACQUI SI TI ON PLANS
7.105-73 Requi rements For Speci al Approval s

SUBPART 7.2 - PLANNI NG FOR THE PURCHASE OF SUPPLIES | N ECONOM C
QUANTI TI ES

7.202-70 Specification Cards



PROCUREMENT TRM 4101. 03
Part 7, Page 1

PART 7. - ACQUI SI TI ON PLANNI NG
SUBPART 7.1 - ACQUI SI TI ON PLANS
7.105-73 - Requirenents for Special Approvals

As required in the BPAP, nenberships in community or professional
organi zati ons require approval of the Chief Executive Oficer
(Attachnent 7-A of the Procurenent TRM.

SUBPART 7.2 - PLANNI NG FOR THE PURCHASE OF SUPPLIES | N ECONOM C
QUANTI TI ES

7.202-70 - Specification (Spec) Cards

Cost Center Managers (CCM may utilize the "Recurring Itens
Specification Card" (BP-S134.044) (or other approved conputerized
form, for their recurring requirenments, including those procured
with the Governnent purchase credit card. Spec Cards may be used
in lieu of Purchase Requests. Wen utilized, each itemof a
recurring nature (e.g., warehouse stock, shop stock, nedical or
food supplies) will be listed on a separate form \Wen properly
prepared, signed and approved for funds availability by the CCM
these fornms provide the authorization and information required by
the Contracting Oficer to place orders for the quantities |isted
on the form

For the Food Service Cost Center only, the BP-S134.044 is used in
conjunction with the Food Service Form BP-281. Since the space
for listing and describing individual itens is [imted on the BP-
281, a corresponding specification card which fully describes the
item may be used when necessary to adequately describe the item

The "Spec Cards" are to be maintained by the CCM On the first
day of the second nonth of each quarter the CCMw Il reviewthe
"Spec Cards" for insertion of the ensuing quarter's requirenents.

The CCM conpletes both front and back of the "Spec Card" (except
areas indicated for Contracting O ficer use only). Because the
Food Service Form BP-281 continues to be used by the Food

Adm ni strator as a planning tool, the use of the CCMs portion of
the "Spec Card" is optional for all edible food itenms. All other
portions of the card should be conpleted. Al entries should be
made in ink since the cards becone a record.
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7.202-70 - Specification (Spec) Cards (continued)

For gui dance purposes, a 30-day carryover, but no nore than a
150-day carryover quantity, provided by the CCM is advised.

When appropriate, the Commercial Item Description will be used in
lieu of the Federal Specification Nunber.

Upon acqui sition of the "Spec Card" item the Contracting O ficer
(or credit cardholder), is responsible for conpleting the
information in the bl ocks marked "Contracting Oficer
Responsibility." [If the anount of the purchase is significantly
different fromthe estimated total cost, the Contracting Oficer
shoul d notify the CCMinvolved prior to the procurenent being
effected. The CCMreviews the cost center budget concerned to
determ ne the inpact of the increased/ decreased cost and nakes
adj ust rent s where necessary.
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JUSTI FI CATI ON FOR MEMBERSH P

In accordance with Title 5, United States Code, Section 5946,
appropriated funds may not be used to pay nenbership fees of an
enpl oyee of the U S. Governnent, regardl ess of the resulting
benefit to the agency. However, an agency nmay purchase a
menbership in its ow nane i.e., (Bureau of Prisons, Federa
Correctional Institution, etc.) upon adm nistrative determ nation
that the expenditure would further the agency's mssion. Upon
conpletion of this form such a determ nation has been nmade for
(institution nane).

(1) Nane and brief description of the organization:

(2) Benefits to agency derived by the nmenbership:

(3) Cost and tine period the nenbership is to cover

| have reviewed the benefits and costs, and determned that this
menbership will further the m ssion of the Federal Bureau of
Prisons. Further, the primary purpose of this nmenbership is not
to obtain benefits or reduced costs for individual enployees.

COST CENTER MANAGER Dat e

The menbership being acquired has nmet the justification of the
"necessary expense."

CONTROLLER Dat e

CHI EF EXECUTI VE OFFI CER Dat e
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BP-S661. 041 | ndi vi dual

Acqui sition Pl anni ng CDFRM

MAR 99 FEDERAL BUREAU OF PRI SONS
0
Name of Institution (or location): Departnent:
(1) Description of Requirement and its Purpose (i.e., justification): Comrer ci al Non- Conmer ci al
(2) Distribution of Estinmated Dol lars (3) Estimated Contract Term
Base Peri od: FY $
This action: Fr: To:
Option Period 1: FY $
Total Contract Life: Fr: To:
2: FY $
3: FY $ (4) Setasides:
4: FY $ Smal | Busi ness: Tot al Parti al
Total Estimated value of Contract: $ 8(a) O her
(5) Action Type: Contract Letter Contract Letter Contract Definitization
Change Order & Suppl enental Agreenent O her Bilateral Mdification Negoti at ed Task/Del i very order

(6) Extent of Conpetition: Ful | and Open Conpetition

O her than Full and Open Conpetition: FAR

Rat i onal e:

Brand name or Equal Speci fi ¢ make and nodel

(7) Method/ Type: RFQ Seal ed Bid Conpetitive RFP Nonconpetitive RFP Unsol icited Proposal
Fi xed Price Cost Ti ne/ Material or Labor/Hour Indefinite Quantity Requi renent s BOA
(8) Specification: M ssi on Need Functi onal Per f ormance I ncentives Desi gn Conpatibility

description Wor k st at ement

Advance I nformation Date:

(9)

I nformation required:

Justification for Oher than Full and Open Conpetition
Witten Advance Procurenent Plan (see BP-S662.041)

Aut omat ed | nformati on Systens (Al'S) Pre-Acquisition Approval

Mar ket Research Data
Advance Copy of Specification

___ Oher

(10) Content of a Conplete Requisition Package: Requi sition

St at enent of Need Eval uati on Factors

_ Approval s (See (12) bel ow) ___ Oher

Justification for

Speci fi cation/work statenent

O her than Full and Open Conpetition

(11) Date Conplete Requisition is Due in the Contracting Ofice:

Ofice)

(12) Required Approvals (To be secured by the program office prior to subm ssion of

requisition to the Contracting

TYPE OF APPROVAL AUTHORI TY (FAR, DQOJ Order,

etc.) APPROVAL ORGANI ZATI ON

(13) Required Preaward Leadtinmes (Including any Conplexity Factors)
included with this form

(To be specified by the Contracting Ofice and

Si gnature of Chief of Contracting Ofice
(or del egated Contracting Oficer:

Dat e:

Typed or Printed Name:

Title:

Previ ous Editions Obsol ete

(This formmay be replicated via WP)
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BP- S662. 041 Advance Procurenent Pl anni ng Checkl i st CDFRM
MAR 99 (for contract action of $500,000 or nore) FEDERAL BUREAU OF PRI SONS

| "N ROC O — T e B e e e PO et e HE TPt C et et Ot —C O T Ore T B e T O S—OT—r 00000 Sf—HOtC—f—try—grvet
contract year. The plan shall address all technical business, managenment, and other significant considerations that
control the acquisition. The specific content of each plan will vary dependi ng upon the nature of the acquisition. The
Chi ef of the Contracting Ofice or delegated contracting officer shall identify those elenents |listed below that are
applicable to the instant acquisition that are to be covered by the witten plan. The witten narrative plan nust be
attached to this form address all applicable elenents identified below and be included in the contract file.

A N A SUBJECTS TO BE | NCLUDED I N THE ADVANCE PROCUREMENT PLAN
1. ACQUI SI TI ON BACKGROUND AND OBJECTI VES. [See FAR 7.105(a)]

a. Statenent of need. [See FAR 7.105(a)(1)]
b. Applicable conditions. [See FAR 7.105(a)(2)]

_ _ c. Cost. [See FAR 7.105(a)(3)]

_ _ d. Capability or performance. [See FAR 7.105(a)(4)]

_ _ e. Delivery or performance-period requirenents. [See FAR 7.105(a)(5)]
_ _ f. Trade-offs. [See FAR 7.105(a)(6)]

_ _ g. Risks. [See FAR 7.105(a)(7)]

_ _ h. Acquisition streamining. [See FAR 7.105(a)(8)]

2. PLAN OF ACTION. [See FAR 7.105(b)]
a. Sources. [See FAR 7.105(b)(1)]
Conpetition. [See FAR 7.105(b)(2)]
Sour ce-sel ection procedures. [See FAR 7.105(b)(3)]
Contracting considerations. [See FAR 7.105(b)(4)]
Budgeting and funding. [See FAR 7.105(b)(5)]
Product or service descriptions. [See FAR 7.105(b)(6)]
Priorities, allocations and allotnents. [See FAR 7.105(b)(7)]

=

O

o «Q

Contractor versus Governnent performance. [See FAR 7.105(b)(8)]
i. Inherently Government function. [See FAR 7.105(b)(9)]
Managenent information requirement. [See FAR 7.105(b)(10)]

k. Make or buy. [See FAR 7.105(b)(11)]

|. Test and evaluation. [See FAR 7.105(b)(12)]

m Logi stics considerations. [See FAR 7.105(b) (13)]

n. Government-furnished property. [See FAR 7.105(b)(14)]

Gover nnment - furni shed i nformati on. [See FAR 7.105(b)(15)]

Envi ronnental considerations. [See FAR 7.105(b) (16)]

Security considerations. [See FAR 7.105(b)(17)]

r. Contract Administration. [See FAR 7.105(b)(18)]

s. Other Considerations. [See FAR 7.105(b)(19)]

t. Mlestones for acquisition cycle. [See FAR 7.105(b)(20)]

u. ldentification of participants in acquisition plan preparation. [See FAR 7.105(b)(21)]

3. FEDERAL | NFORVATI ON PROCESSI NG RESOURCES. [ See Order DQOJ 2830.1D and BPAP Part 39]
a. Automated information Systens Policies. [See Order DOJ 2830. 1D]
b. Del egation of GSA's Exclusive Procurenment Authority. [See BPAP Part 39]

4. MAJOR SYSTEMS REQUI REMENTS. [ See FAR 7.106]
a. Devel opnent Contract. [See FAR 7.106 (a)]
b. Production Contract. [See FAR 7.106 (b)]

ACQUI SI TI ON PLANNER NAME CONTRACTI NG OFFI CER NAME
Signature Signature
Dat e Dat e

Previous Editions Cbsolete

(This formmay be replicated via W)
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PART 8. - REQUI RED SOURCES OF SUPPLI ES AND SERVI CES

SUBPART 8.0 - GENERAL
8.002-70 - Use of O her Governnent Supply Sources

a. Mdtor Vehicle Acquisition. Pursuant to Federal Property
Managenent Regul ati ons (FPMR) 101-26.501, the Bureau is required
to procure new notor vehicles from GSA. The follow ng procedures
apply to procurenent of all notor vehicles:

(1) The Facility Manager submits a Vehicle Acquisition
Form (Program Statenent, "Facilities Operations") to the
institution Chief Executive Oficer for approval, and then to the
Bureau Fl eet Coordinator, Central Ofice. A copy of the request
is also included with the next Facilities Monthly Report package
to the Regional Ofice. |If the request is approved, the Bureau
Fl eet Coordi nator assigns an approval nunber to the form and
returns the formto the submtting Chief Executive Oficer.

GSA publishes a vehicle procurenment catal og, "Federal Standards
for Autonobiles, Light, Medium and Heavy Trucks." The
publication is available by utilizing GSA Form 1781 "Vehicl e
Requi sition" submtted to the address bel ow

General Services Adm nistration

Centralized Mailing List Service
7 CAFL

P. 0. Box 6477

Ft. Worth, Texas 76115

Ask for mailing code: AUTO 0001

Not e Agency Order No.: refers to Purchase Order No.
Col or: al ways indicate "Wite"
Requi si ti oner: nmust al ways reflect the foll ow ng
addr ess:

Federal Bureau of Prisons

Fl eet Operations Ofice, Rm 5008
320 First Street, NW

Washi ngton, D. C 20534

(2) Copies of all docunents will be returned to the
i ndividual at the institution who requested the acquisition.
Upon recei pt of approval of the Vehicle Acquisition Formfromthe
Bureau Fl eet Coordinator, a copy of the approval, along wth an
RP, is forwarded to the institution Contracting Oficer by the
requestor. The institution Contracting O ficer conpletes and
submts a GSA Form 1781 directly to GSA in accordance with the
Facilities Managenent Manual .

SUBPART 8.4 - ORDERI NG FROM FEDERAL SUPPLY SCHEDULES ( FSS)
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8.404-1-70 - Mandatory Use

Al stationary products (i.e., envelopes, letterhead, etc.) are
obt ai ned from UNI COR

UNI COR Cust onmer Service Center
Attn: G aphics and Services
P. 0. Box 13640

Lexi ngt on, Kentucky 40583-3640

Not e: A sanpl e of the requested product should acconpany the
Purchase Order or credit card order. *

8.405-2 - Order Pl acenent

a. Awuniformrequisitioning and i ssuance systemfor use in
obt ai ni ng supplies and equi pment from GSA, the Departnent of
Def ense, and the Veterans Admnistration is prescribed in FPMR
101-26.2. Detailed instructions are contained in the "Fedstrip
Operating Guide," a handbook issued by GSA. If not otherw se
prohi bited, the credit card may be used. *

b. Procedures for obtaining, changing, or deleting an Activity
Address Code (AAC) are as foll ows:

(1) Facilities desiring action on ACCs shall address their
request to the Chief, Procurenent and Property Branch;

(2) Requests nmust contain the information required by the
Fedstrip Operating Guide. |In addition, the institution's Agency
Locati on Code (ALC) nust be provided on the request;

(3) Requests, if approved, will be forwarded to GSA by the
Central Ofice; and,

(4) Upon receipt from GSA, copies of Fedstrip Activity
Address Code Data (GSA Form 7982) wi Il be furnished to the
requesting facility and the Regional Ofice.

c. Newinstitutions nust file an application wth their GSA
Cust omrer Supply Center (CSC) Regional O fice before ordering
supplies. An application may be obtained in the CSC cat al og.
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SUBPART 8.6 - ACQUI SI TI ON FROM FEDERAL PRI SON | NDUSTRI ES, | NC.
( UNI COR)

8.604 - Ordering Procedures

a. QuickShip/Credit card catal og orders shall be obtained
from

UNI COR

Cust oner Service Center

P. 0. Box 13640

Lexi ngt on, Kentucky 40583-3640

1- 800- 827- 3168
606- 254- 9692 (f ax) *

b. The UNI COR Schedul e of Products catalog is divided into
sections by class of products and tabbed accordingly for
conveni ent use. Each section contains price information and
specific ordering and cl earance instructions pertinent to the
cl ass of product.

Suppl enental price and product information is distributed
periodically. It is essential that copies of the catal og be
updat ed as such changes are received.
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PART 11. - DESCRI Bl NG AGENCY NEEDS
SUBPART 11.2 - USI NG AND MAI NTAI NI NG REQUI REMENTS DOCUMENTS
11.201-70 - Specification 2132 Revised - Burial Services

The follow ng burial specifications, notification process, and
procedures outlining shipnent of the body are provided for
gui dance pur poses.

The specifications indicate the quality and character of materi al
and service the Bureau requires. The contractor agrees that the
quality of all material and services furnished hereunder wll not
be inferior to these specifications unless otherw se specified
and conpletely described in a letter acconpanying the proposal.
All state and interstate shipnment |laws relating to the enbal m ng,
preparation, burial, and shipnment of bodies nust be fully
observed and conplied with, and in any case wherein the state | aw
contains requirenents nore rigid than the requirenents set forth
herein, such laws will be controlling.

a. GCeneral. The contractor shall call for the body and
transport remains to the contractor's funeral parlor in a
sui tabl e cl osed conveyance. After enbal m ng and dressing, the
contractor shall transport the body to the railway station, air
termnal, or local cenetery as directed by the Contracting
Oficer. Ceneteries |located within a 50-mle radius of the
institution will be considered |ocal ceneteries for |ocal burial
pur poses unless the Contracting O ficer specifies otherwse. The
contractor shall secure or furnish all necessary papers and
permts for shipnent or internent. Suitable space in the
undert aki ng establishnment shall be available for the performance
of postnortem exam nati ons when requested by the Governnent.

b. Preparation of Body. Conplete enbal mng services wll be
performed including all standard practices to conformto
applicable state | aws.

There are, in general, tw different types of cases. Each body
shal | be enbal ned according to its condition and in a manner to
ensure thorough preservation of all tissues. All body orifices
shal|l be treated and closed in accordance with state | aws.

c. Normal Cases. This will usually be where death has been
due to disease or other causes, and where there has been little
or no nutilation or breakdown of body tissue. For such cases,
preservation shall be acconplished by a thorough cavity
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11.201-70 - Specification 2132 Revised - Burial Services
(Conti nued)

treatment. Standard preservative solutions shall be used for the
arterial injections and cavity saturation.

d. Autopsied Cases. This will be where a partial or conplete
aut opsy has been nmade to an extent which will not permt a normal
arterial enbal m ng operation. Sectional enbal mng shall be used
to thoroughly preserve the body, including organs, and the inside
of the body cavity shall be treated with a hardeni ng conpound.
The cranial cavity shall be filled with plaster of paris or other
suitable material and the cal varium securely replaced. Al
incisions shall be tightly sutured and treated to prevent
| eakage.

(1) A post-enbal m ng inspection of each body shall be nade
by the enbal ner to determ ne whether the preservation is uniform
and conpl ete, or whether further treatnent is required. |If
further treatnment is required, it shall be given before final
delivery of the body. The body nust be in an acceptable state of
preservation at the time of final delivery.

(2) The contractor shall restore the body to be as lifelike
i n appearance as is possible in the individual case, including
shaving face and neck, trimmng hair of head, neck, and face,
dressing hair properly, applying suitable cosnetics, performng
derma surgery and other restorative work as may be necessary.

(3) The contractor will furnish and dress the body in al
necessary clothing, including cotton undershorts and undershirts,
regul ar |l ength socks, manufactured burial suit of dark or
conservative color. Cothing for females wll include suitable
under garnments, hose, and a manufactured burial dress of
conservative style and col or

(4) The body will be placed in the casket in such a manner
as to create an appearance of rest and conposure, and to assure
mai nt enance of position during shipnment or |ocal burial.

W

e. Casket. A standard size casket, manufactured in accordance
t
ol

h industry standards of nodern practice, shall be furnished as
| ows:

(1) Metal. State perfection cut, 20 gauge steel shell,
I ight copper with no shading, |lacquer finish, interior plain
panel, ivory twill, no shirring, copper hardware;
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11.201-70 - Specification 2132 Revised - Burial Services
(Conti nued)

(2) Wod, doth Covered. State perfection cut, exterior
steel plush, interior crushed panel ivory twill, solid shirred,
silver hardware

(3) Sealed Casket (Alternate). Metal, 20 gauge stee
shell, constructed in accordance with industry standards of
comercial practice so as to forma hernetic seal which wll
prevent | eakage or escape of odors when properly closed and
sealed. This itemto be furnished only when ordered, as in the
case of death by a communi cabl e di sease, to neet pertinent state
or interstate regulations, or in cases of badly deconposed or
odori f erous body; or

(4) Wen required due to size of the deceased, an extra
si ze casket shall be furnished w thout additional cost.

f. Qutside Container. Each casket shall be furnished with one
of the follow ng types of outside containers, depending upon the
type of service required:

(1) In cases of shipnment by air, either a comercial air
shi ppi ng bag used by commercial airlines or an air shipnment tray
avai |l abl e for purchase and use by Funeral Directors shall be
provi ded.

(2) In case of shipnment by rail and/or foreign shipnents,
t he out si de shi pping contai ner shall be constructed of one inch
seasoned wood in accordance with best nodern practices and
equi pped with bolted handl es conplying with | aws governing the
sane.

(3) In cases of local burial, rules and regul ations of the
cenetery in which internent is nmade shall govern the type of
container to be furnished. Unless otherw se specified, the
out si de contai ner furnished shall be constructed of one inch
seasoned wood manufactured in accordance with the best nobdern
practice. No handles will be required.

g. Shipping of Body. In the event of an inmate death the sane
regul ations apply as those for transportation for a rel ease,
i.e., the Bureau pays for transportation to:

(1) residence of record; or

(2) place of trial.
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(Conti nued)
Each institution shall issue a Government Bill of Lading (GBL)
for transportation (i.e., air travel, train, etc.). |If location

is such that transportation by anbul ance or hearse is beneficial
to the Governnent, the burial contract mleage rate will be the
rate in the burial services contract. Accordingly, when the
deceased inmate's record of residence is outside the United
States, transportation to the residence of record is appropriate.

If the famly wants the body returned to a | ocation, other than
the two alternatives nentioned above, the famly is responsible
for pickup of the body fromthat point, or directly fromthe
burial service contractor.

| f the deceased inmate is an alien, Unit Staff or Inmate Systens
Managenment will contact the Regional Immgration and
Nat ural i zation Ofice or the Consul ate.

The notification procedures are outlined in the Program Statenment
on Escapes/ Deaths Notification.
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PART 12. - ACQUI SI TI ON OF COMVERCI AL | TEMS

SUBPART 12.2 - SPECI AL REQUI REMENTS FOR THE ACQUI SI TI ON OF
COMVERCI AL | TEMS

12. 202 - Market Research and Description of Agency Need

Solicitations will explain how the Bureau intends to use the
product or service in terns of functions to be perforned
enphasi zi ng performance requirenments. Listing essential physical
characteristics using non-governnent standards, rather than

Gover nnment uni que design specifications is preferred. This wll
all ow a broader range of products available fromsmall businesses
that satisfy the Governnent's need.

All acquisitions, except those made under Part 36 and Community
Corrections and Privatized Contracting are consi dered comerci al .

*

12.204 - Solicitation/Contract/Order Form

The SF-1449 may al so be used by the Bureau as a Receiving Report,
and for inspection and acceptance.

SUBPART 12.6 - STREAMLI NED PROCEDURES FOR EVALUATI ON AND
SOLI Cl TATI ON OF COMVERCI AL | TEMS

12. 601 - Ceneral

Streanm i ned Acquisition Procedures, which utilize a conbined
Synopsi s/ Solicitation Comrerce Business Daily (CBD) notice, may
be used at the discretion of the Contracting O ficer. However,
good nmanagenent practice requires the Bureau to encourage
conpetition and increase the pool of bidders/offerors as nuch as
possi ble. Cenerally, conpetition is increased by broad
distribution of information about the procurenent, and by
allow ng sufficient time to respond to the solicitation. *
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SUBPART 13.3 - SIMPLI FI ED ACQUI SI TI ON METHODS *

13.301-70 - CGovernnentwi de Credit Card Program *

The standards, guidelines, and procedures are located in the
"Federal Bureau of Prisons Credit Card Handbook," (Attachnment 13-
A of the Procurenent TRM.

a. Special Purchase Procedures: for Contracting Oficer
Car dhol ders for Purchases not exceedi ng $25, 000.

Approved use of the credit card in excess of $2,500 will
require the Cardhol der to be appointed a Contracting O ficer, and
to receive, at a mnimm one formal Procurenent Training course
wi thin one year of receiving a warrant. Supervision and
monitoring wll continue to be under the direct control of
Supervi sory Contract Specialist except for Trust Fund Resal e
pur chases.

b. Procedures for Contracting Oficer Cardhol ders for
pur chases not exceedi ng $25,000 for Trust Fund Resale Itens
shoul d use the sane general purchase procedures as outlined in
the credit card handbook, except Receiving Reports for resale
itens shall be used (See Attachnent 13-A).

c. The follow ng procedures are applicable when Contracting
Oficers wwthin the Financial Mnagenent O fice utilize the
credit card on behalf of other Cost Centers for ampbunts in excess
of $2,500, but not exceeding $25,000. These procedures do not
permt the purchase of an otherw se prohibited supply or service.
These procedures are not applicable to the procedures all ow ng
t he purchase of Trust Fund Resale Itens greater than $2,500, but
not exceedi ng $25, 000.

(1) Institutions may utilize the credit card under the terns of
this Part, providing Contracting O ficer staffing and
wor kl oads at the each | ocation has been taken into
consi derati on.

(2) The institution's internal procedures shall not place an
undue burden on the Contracting O ficer or on
Recei vi ng/ War ehouse staff. This shall be acconplished by
del egating all responsibilities normally belonging to the
Cardhol der, except final statement reconciliation, to the
representative Cost Center
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13.301-70 - Governnentw de Credit Card Program (conti nued)

(3)

(4)

(5)

The Supervisory Contract Specialist (SCS) shall be
designated as the Approving Oficial (AO for all
Contracting O ficer Cardhol ders except for Trust Fund Resal e
purchases. This is for post-approval purposes only, and
carries additional oversight responsibilities to ensure
appl i cabl e purchasi ng procedures were followed and that the
file contains the appropriate docunentation (e.g.,

approval s, conpetition, or when applicable, the sane
docunentation required as if a Contracting Oficer processed
the order by any other nmethod). |In cases where no SCS
position exists, the Controller shall serve as the AQO

It should be noted that warranted Contracting O ficers need
not have a separate Del egati on of Cardhol der Authority
Letter. However, when applying for and setting up a credit
card under these procedures, renenber to indicate the
Contracting Oficer Cardholder's single purchase |imt as
$25, 000, and to indicate an adequate anmount for the
Cardhol der nonthly limt. Because each of these credit card
orders will be funded separately, these nonthly limts are
no longer tied to a specific Cost Center.

The Contracting Oficer may choose to utilize a separate
card for each Cost Center, with the "master" accounting

i nformati on assigned (and defaulting) to each card. The
Contracting Oficer may choose to apply all credit card
purchases to one card, which will result in the Contracting
O ficer designating the correct repost accounting
informati on on each separate line itemlisted on the
statenent. |If the Contracting Oficer chooses to utilize
one card, the pre-approved and funded Credit Card Purchase
Form from each Cost Center nust include the "master"
accounting information for repost purposes. Contracting
Oficers are allowed the flexibility to determine their
needs. Considerations should include the frequency of use
under these procedures for various Cost Centers, and the
resul ting nunber of transactions that will need to be
reposted in the FM S.

The Cost Center may present a pre-approved and funded Credit
Card Purchase Form or Request for Purchase Formthat is

esti mat ed above the m cro-purchase threshold, but not nore

t han $25,000, to the Contracting Oficer Cardholder. The
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(6)

(7)

request nust contain an adequate comrerci al description, but
must be sinplistic enough for oral price quotes. The
request should not contain line itenms so nunerous that
recei pt of oral price quotes would be inpracticable. Note:
Thi s does not preclude the Contracting O ficer Cardhol der
fromobtaining fax quotes. |I|f possible, three vendors
shoul d be suggested/listed, along with their tel ephone
nunbers. *

a. Once conpeted, any credit card request resulting in
$2,500 or less shall be returned to the Cost Center for
normal m cro-purchase procedures by the Cost Center via
the credit card.

b. Those quotations resulting in a price in excess of
$2,500, but not nore than $25,000, will be ordered by
the Contracting Oficer utilizing his/her assigned
credit card(s). O-dering procedures listed in the
Credit Card Handbook shoul d be foll owed, specifically
instructing the vendor to suppress the credit card
nunber on the receipt/packing list, and to include the
name of the departnent and/or the YREGDOC Nunber, Cost
Center, etc. The Credit Card purchase Form or Request
for Purchase Form (show ng agreed-upon pricing, etc.),
is imediately faxed to the Receiving area, or to the
person responsi ble for receipt/pick-up. *

NOTE: Variations between the quoted purchase price and
t he funded anount shall be reported imredi ately to the
Cost Center Manager via the nost conveni ent nethod
(e.g., e-mail), and if necessary, sone type of notation
(or return e-mail), is to be provided to docunent the
Cost Center's concurrence for additional funding

avail ability.

C. Any quotations (froma Credit Card Request Form
resulting in a price in excess of $25,000 shall be
returned to the Cost Center for preparation of a
Request for Purchase, etc. *

The Cost Center shall be responsible for pick-up fromthe
recei ving depot or vendor, and for verification of
product s/ services corresponding to the Credit Card Request
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(8)

a. cl ear docunentation and verification (as it is
expected to appear on the credit card statenent),
of all goods or services received (including any
avail abl e original receipts, packing lists, etc.),
and

b. any di screpanci es noted, and docunentation of
their resolution with the supplier.

Under no circunstances are receiving reports to be used for
this purpose except for controlled property. The purpose of
this docunentation is to sinplify and expedite the
reconciliation process for the Contracting Oficer, so that
only a mninmal anount of tinme will be required for the end-
of -billing-period statenent reconciliation. Under no
circunstances will the Contracting Oficer's card nunber be
conprom sed by assigning the statenent reconciliation to the
Cost Center. The Cardhol der shall reconcile the statenent,
usi ng the docunentation provided by the Cost Center.
Continual reconciliation problens may result in a re-

eval uation of use of these procedures. Therefore, it is

i nperative all disciplines involved (Cost Centers, Receiving
Depots, and Contracting Staff) coordinate their efforts
efficiently and effectively.

At the tinme of reconciliation of the Cardholder's Mnthly
Statenent, it shall be the Contracting Oficer's
responsibility to notify Cost Center Managers of the actual
anount of the charges nade and/or any disputed anmounts
applicable to their Cost Center(s). This should also

i nclude information of any outstanding orders not yet
appearing on the statenment. It is recommended the nost
conveni ent manner of notification to the Cost Center be used
(e.g., e-mail). Once the Contracting O ficer has reconciled
each Monthly Statenent of Account, he/she shall forward the
entire package to the SCS (AO for approval of the
Statenent. As a rem nder, for purchases in excess of $2,500
and not exceedi ng $25,000, the SCS (AO shall also ensure
appropriate docunentation is included as part of the file,
and that applicable procurenent regul ations were foll owed.
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For these types of purchases affecting nultiple Cost
Centers, it is recommended that a copy of these files be
mai nt ai ned by the CCM However, this does not preclude the
Contracting Oficer Cardhol der from keepi ng copi es of
docunents necessary for future reconciliations, etc. *

The purpose of these procedures are to sinplify and stream i ne
ordering procedures for orders which have historically exceeded
$2,500, and should result in increased credit card usage. These
procedures are not intended to pronpt the Cost Center to conbine,
and consequently divert what were previously separate credit card
actions back to the Contracting Officer. Nor are these
procedures intended to result in a nore conplicated or cunbersone
reconciliation process than if the supplies or services were
ordered via Bl anket Purchase Agreenents or Purchase Orders, and
if receipt of the supplies or services were docunmented by
receiving reports. The extent of use, supervision, and
nmonitoring of these procedures will continue to be under direct
authority of the Controller.

Annual |y, Regional Conptrollers (or their designees) shal

eval uate each location's Contracting Oficer staffing or
wor kl oads, and shall also ensure the intent of the Credit Card
Programis not being circunvented by conbining or reverting
credit card orders of $2,500 or |ess back to the Contracting
Oficer.
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FEDERAL BUREAU OF PRI SONS
CREDI T CARD HANDBOOK
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b. Speci al Procedures for Contracting O ficer Cardhol ders
for Purchases not exceedi ng $25, 000 on behal f of O her
Cost Centers

C. Speci al Procedures for Contracting O ficer Cardhol ders
for Purchases not exceeding $25,000 for Trust Fund
Resale Itens

6. DELEGATI ONS/ RESPONSI BI LI Tl ES

a. Cardhol der
b. Agency/ Organi zati on Program Coordi nator (APC)
c. Approving Oficial
d. Financial Managenent Staff
e. Supervisory Contract Speciali st
f. Finance Branch
g. Warehouse Staff
7. EUNDI NG

8. REQUI RED TRAI NI NG

9. AUTHORI ZED PURCHASES

a. Prohibited Itens
b. Regul ated Purchases

10. PROCEDURES

Federal Procurenent Data System (FPDS) Reporting
D sput ed Charges

Card Security

Lost/ St ol en/ Conpri sed Cards

Empl oynent Term nation or Transfer of Cardhol der
Transfer of Cardhol der

TPa0oTY

11. OVERSI GAT



PROCURENMENT TRM 4101. 03
Part 13, Attachnent 13-A, Page 3

1. PURPCSE COF THE BUREAU OF PRI SONS CREDI T CARD HANDBOOK

The purpose of this Handbook is to provide standards and

gui delines for the inplenentation, managenent, and use of the
Gover nnmentwi de Commercial Credit Card Program for use with
purchases of $2,500 or less. Section 5 also describes standards
and guidelines for the use of the Governnmentw de Conmerci al
Credit Card for purchases not exceedi ng $25, 000. *

2.  BACKGROUND

The Credit Card Programis intended to streamine and sinplify
procurenent and paynent procedures; give staff the opportunity to
make practical business decisions in obtaining products or
services for which they are know edgeabl e; inprove Governnent
cash managenent practices by consolidating paynents, reducing

i nprest funds, and reducing adm ni strative burdens, while
provi di ng conprehensive nonthly financial reports; and enabling
Cost Center Managers (CCM to inprove managenent control and
deci si on maki ng.

The Attorney Ceneral has endorsed the use of the Credit Card
Program as one of the National Performance Review initiatives to
enpower enpl oyees and reduce adm nistrative burdens. The program
del egates m cro-purchase authority to each CCM Approving O fici al
(AO (and their designees).

The Chi ef, Finance Branch, and the Chief, Procurenent and
Property Branch, share direct overall responsibility for
inplenmenting the Credit Card Programw thin the Bureau. The
Bureau' s Agency Program Coordinator (Level 1), shall be | ocated
in the Procurenent and Property Branch, and is the Bureau's
primary representative to Credit Card Bank (CCB). The Regi onal
Procurenent Chief is the Level Il Agency Program Coordi nator.

The institution Controller and the Regi onal Conptroller (Level

1l Agency Program Coordi nator), have direct overal
responsibility for the Credit Card Program at each | ocation. *

3. GUDELINES FOR | MPLEMENTI NG THE CREDI T CARD PROGRAM AT LOCAL
OFFl CES.

a. In order to participate in the program each |ocation
establi shes an internal docunent (e.g., Blanket Purchase
Agreenent), to facilitate the establishment of accruals for
paynments of the credit card statenent.

b. In order to allow the CCB to adm ni ster the Bureau
accounts, each location shall provide the follow ng information:
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(1) Signature card for the Level Il Agency Program
Coordi nator (APC) and alternates;

(2) Institution nane, address, telephone and fax nunbers,
and Internet office e-mail address;

(3) Level 11l Ildentification Nunmber: Institution Financial
Managenment I nformation System (FMS) Allotnent Code (five-digit
i dentification nunber);

(4) Level 11l APC (institution and all alternate
Control | er/ Regi onal Conptrollers) to include individual nane,
addr esses, tel ephone nunbers, individual |Internet e-nai
addresses, and fax nunbers, etc...

c. Payment Support. The CCB provides a Bureau-w de summary
i nvoi ce at the conclusion of each billing cycle to the Central
O fice, who pays the invoice in full, and then charges each
Bureau location for their nonthly charges. Bureau
Control | ers/ Regi onal Conptrollers are responsible for: ensuring
accruals are properly established for credit card purchases;
ensuring the credit card paynent transactions are properly
recorded in the Bureau FM'S; and for reconciling the Central
Ofice charge with the CCB' s charge statenents, the anmounts
entered into the Bureau FM S, and for ensuring appropriate
reposti ng, when applicable. *

d. Individual charges placed against the credit card are not
reported in the Federal Procurenent Data System ( FPDS)

4. DEFI NI Tl ONS.

The follow ng definitions are applicable for the Governnmentw de
Commercial Credit Card Program

a. Definition of Positions:

(1) Agency/ Organi zation Program Coordi nator (APC) (Leve
I11): The institution Controller or Regional Conptroller is the
APC for each institution and Regional Ofice, respectively. This
of ficial oversees the technical admnistrative aspects of the
contract. The APC (or alternate) serve as coordi nator between
all local staff and the CCB. All applications, renovals, changes
tolimts or nerchant activity codes, etc., shall be forwarded
t hrough the APC (or alternate) to the CCB

(2) Approving Oficial (AO (Level 1V): The AO (if other
than the CCM, recommends who shall be Cardhol ders to the Cost
Center Manager (CCM. The CCM AO ensures that the nunber of
Car dhol ders under his/her control is not so excessive that it
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prevents efficient oversight. The CCM AO is responsible for the
pre-approval of all Cardhol der purchases, and nonthly
reconciliation of each of his/her Cardholder's statenents and
verifying that all transactions were nade for necessary

Gover nment purchases, and in accordance with Federal procurenent
guidelines. An alternate CCM AO (or acting) shall be designated
to avoid statenent processing delays and | ate paynent penalties
in case of absence. The CCM AO nust establish a nonthly Iimt
for each Cardhol der to ensure they operate within the budget.

An Approving O ficial may not be organizationally subordinate to
hi s/ her Cardhol ders; nor may a Cardhol der be hi s/ her own
Approving Oficial. Therefore, if a CCM AO holds a card, a
separate Approving Oficial nust be designated within the | ocal
organi zation. |In such cases, pre-approval of each purchase is
not required. However, all other standard approvals listed are
required.

(3) Cardholder: The individual Governnment enployee granted
a witten Del egation of Cardholder Authority (or has an existing
Contracting O ficer Warrant), to use the credit card. The card
is in the enployee's name and can be used only by the individual
to pay for official purchases in conpliance with the Federal
Acqui sition Regul ation and Bureau's internal procedures.

(4) Credit Card Bank (CCB): The CCB may provide service to
support the Bureau during the contract, as arranged by the
Central Ofice. Currently, the Central Ofice makes paynents to
the CCB (on behalf of the entire Bureau). The CCB aids the Level
|V APC in account set-up, coordination, training, disputes, etc.
of the Credit Card Program

(5) Billing Ofice Contact (BOC): The Central Ofice
Fi nance Branch coordi nates paynent for the CCB

(6) Disputes Ofice Contact: The Level 111 Agency Program
Coordinator is the disputes office contact. However, the Central
O fice, Finance Branch, (Level 1, D sputes Ofice Contact), may

becone involved if necessary.

(7) Financial Managenent: The Controll er/ Regional
Conmptrol ler (or respective designee), is responsible for nonthly
verification of his/her organization's credit card charges.

Mont hly Car dhol der statenent charge totals fromthe CCB are
reconciled with the credit card paynent total assessed the

organi zation by the Central Ofice Finance Branch. This position
is also the coordinator for the settlenent of discrepancies or

di sputes that arise fromdefective, faulty, unreceived, or



PROCURENMENT TRM 4101. 03
Part 13, Attachnent 13-A, Page 6

returned nerchandi se, credits for sales tax refunds, and credits
for billing errors with the CCB (only after the Cardhol der has
exhausted all avenues for disputes).

(8) Supervisory Contract Specialist: The Supervisory
Contract Specialist (or designee), is responsible for providing
techni cal advice regarding procurenent regulations to all staff
involved in the use of the Credit Card Program The Supervisory
Contract Specialist (SCS) is also the Approving Oficial for
Contracting O ficer Cardhol ders authorized to nmake purchases not
exceedi ng $25, 000 on behal f of other Cost Centers. *

(9) Card Issuing Bank: The CCB, produces and di ssem nates
credit card statenents and investigates all anmounts di sputed by
t he Cardhol der and Di sputes O fice Contact.

(10) Regional Chief, Procurenent and Property: The
Regi onal Chief, Procurenent and Property, is the "Del egation of
Car dhol der 1ssuing Authority", for Regional and field |ocations.
This authority may not be further delegated. This office is also
responsi bl e for oversight requirenents specified in the BPAP.

b. Definition of Reports: The CCB is capable of providing a
series of standard reports to participating |ocations. The
ordering location may al so determne its own reporting
requi renents, and establish which of the available reports are
necessary for its particular need. Several on-line reports may
be hel pful in oversight. Oher reports may be required and
specified to the CCB by the Central Ofice. Each Level 11 APC
receiving these reports shall maintain and use them
appropriately. However, at a mninum the follow ng copies are
required for financial reconciliation:

(1) Cardholder Monthly Statenent: A nonthly statenent sent
by the CCB to each Cardholder itemzing all credit card
transactions made within the established billing period.

(2) Approving Oficial (Level V) Summary: A nonthly
report sent by the CCB to each Approving Oficial summarizing the
purchases and credits of each Cardhol der under the CCM AO s
control

(3) Finance Ofice (Level I11)Summary: A nonthly report
for each Financial Managenment O fice |ocation sumrarizing nonthly
credit card charge accounts in a particular agency organi zation
| ocati on.
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C. For ns:

(1) Statenent of Questioned Iten(s) (Disputes): Wen a
Car dhol der di scovers an incorrect amount has been charged for
goods or services, the Cardhol der nust inmmediately seek to
resolve the problemwth the vendor. However, if the Cardhol der
is unable to resolve the issue with the vendor within a short
period of tinme, the Cardhol der should conplete a Statenent of
Questioned Iten(s) (furnished by the CCB), indicating the nature
of the problem and forwarding it to the Level 111 APC, who
notifies the CCB of the dispute. A copy nust also be forwarded
along with the Cardhol der's Statenment of Account to the CCM AQ

Not e: The Cardhol der may attenpt to dispute sales tax charged
erroneously, if in excess of authorized amounts (in
accordance wth Treasury procedures). Ordering
agencies may pay the tax, but Cardhol ders shoul d nake
an effort to obtain a credit fromthe vendor. *

(2) Credit Card Purchase Form (Exhibit A): A request, or
simlar form that is prepared by the Cardhol der (and pre-
approved by the CCM AO at the tinme of placing a credit card
order to indicate description, quantities, prices, and other
applicable information. Distribution of this formis as noted in
Section 5, "General Purchase Procedures.” This docunentation is
al so used by the Cardhol der to verify charges against their
mont hl y Statement of Account.

Not e: The standard Bureau Request for Purchase shall not be
i ssued for credit card purchases.

(3) Request for Del egation of Cardhol der Authority
(Exhibit B): The application formto obtain a Del egation of
Aut hority for Cardhol ders.

d. General Definitions:

(1) Account Set-Up Information: The specific information
requi red by the CCB for each Cardhol der or AO so that an active
account can be established for that Cardholder. This information
is supplied to the Credit Card Bank by the APC. The CCM AO at
each ordering | ocation conpletes the Cardhol der Set-up form and
the Approving Oficial Set-up formand forwards to the Controller
(Level 111 APC).

(2) Del egation of Cardholder Authority: After receiving
the required training, and prior to making application to the
CCB, each prospective Cardhol der shall obtain specific purchase
authority for use of the credit card. This is acconplished via
witten request fromthe Controller or Regional Conptroller (see
Exhibit B). Once granted, this delegation is made in witing by
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t he Regi onal Chief Procurenent and Property, for the anmount of
$2,500, and references the cite where those prohibited itens are
listed. Warranted Contracting Oficers's do not need to obtain a
separate Cardhol der Del egation of Authority Letter.

(3) Single Purchase Limt: The limtation on the anount a
Cardhol der is permtted to purchase at any one tine. A purchase
will not be authorized by the Credit Card Bank if the purchase
exceeds the Cardholder's single purchase limt. This limt (set
by the CCM AO applies to total amount, not per itemor line item
total. Except for Warranted Contracting Oficers, the single
purchase limtation is normally a maxi mum of $2, 500 per
transaction for those Cardhol ders hol ding a Del egati on of
Car dhol der Authority Letter. The single purchase limt cannot
exceed the Cardhol der’s Del egati on of Cardhol der Authority.

(4) Monthly Cardhol der Purchase Limt: The nonthly
purchase limtation (set by the CCM AO is the anmobunt that each
Car dhol der may purchase during the nonthly billing cycle, and may
be reflective of funding limtations.

(5 Merchant Activity Code: It should be noted, Merchant
Activity Codes affect nmerchants, not types of goods. Therefore,
due to the potential anount of excessive Cardhol der declinations,
the Merchant Activity Code should be unrestricted, with the
exception of cash withdrawn from ATMs, etc. Therefore, al
mer chant activity codes should be all owed except ATM cash
wi t hdrawal s and conveni ence checks.

5. CGENERAL PURCHASE PROCEDURES.

If the price of an itemis unknown before nmaking a purchase by

t el ephone or in person, the Cardhol der contacts the vendor and
obtains the conplete pricing and delivery information as required
in mcro-purchase procedures. Use of the credit card is governed
by the Federal Acquisition Regulation, Part 13, and the Bureau of
Prisons Acquisition Policy, Part 13.3.

When purchasing itens by tel ephone or over the counter, the

Car dhol der nmust informthe nerchant that the purchase is for
official U S. Governnment purposes and therefore, is not subject
to state or |l ocal sales tax.

| tens purchased over the counter should be avail able i medi ately.
Those supplies ordered by tel ephone should be delivered as soon
as practicable and all vendors are di scouraged from back
ordering. Confirmation by the vendor nust be obtained so that
the credit card wll be charged only when shipnent is nade.

Car dhol ders nmust notify vendors to place the foll ow ng
information on the shipping docunent, Departnment Nane or Cost
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Center/Last Nane of Requestor/Credit Card. The vendor should

al so be infornmed that due to security concerns, if the delivery
does not contain the above information, the order may be
returned. Drect the vendor delivering to the institution not to
pl ace the credit card nunber on any of the shipping docunents.

Vendor selection is nade on the basis of a reasonable price or
value to the Governnent. Cardhol ders should rotate vendors, and
avoid splitting orders to circumvent a $2,500 conpetition

t hr eshol d.

The Cardhol der/requestor shall prepare a Credit Card Purchase
Form or a formcontaining the sane or simlar information (see
Exhibit A) to reflect all itemdescriptions, unit prices,
extended totals, and other applicable information e.g., shipping
and handling charges (other than these area specified, only areas
necessary to reconcile statenents need be conpleted). The

Car dhol der obtains the CCM AO s signature or initials and a fund
control nunber on the formprior to placing the order. Once the
order is placed, a copy of this formis forwarded to the

War ehouse prior to receipt of the order, unless the order is to
be picked up by the Cardhol der. Upon receipt of the Cardhol der's
Mont hly Charge Statenent, the original copy is forwarded with
avai l abl e original receipts, packing lists, etc., to the CCM AQ
and retained for a period of not |less than three years.

Not e: A Cost Center Manager (CCM who is a Cardhol der need
not obtain pre-approval for expenditure of his/her own
funds. However, all m scell aneous pre-approvals
required in Section 9(b)(2) nust be obtained; and post-
approval by the AO nust be obtained at the tine of
statenent reconciliation.

Addi tionally, the Cardhol der is responsible for maintenance of
all records, reports, packing slips, or receipts to verify
charges against their nonthly Statenent of Account, unti
originals (when available), are forwarded to the CCM AO. These
Car dhol der records are retained for future review purposes. |If
t he Cardhol der cannot substantiate the purchase was necessary and
for official use, the institution nmust address this situation by
requiring reinbursenent by the enployee, and if warranted,
referral to the Ofice of Internal Affairs. The Governnent is
liable for use of the credit card by authorized users provided
the use is within the dollar limts and al | owabl e Merchant
Activity Code, or provided the authorized user nmade a purchase
bel ow the nerchant's credit card floor Iimt (and the purchase
was not electronically authorized).

6. DELEGATI ONS/ RESPONSI BI LI Tl ES.
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a. Cardholder: Upon receipt of Del egation of Cardhol der
Aut hority, individual staff nenbers nmay be approved for a credit
card by being nom nated by the CCM AO (through the APC), and
forward to the CCB. Upon nom nation, each Cardhol der is given by
the institution Controller, the current version of the Bureau's
Credit Card Handbook, and a "Quick-Start" card if avail abl e,
prior to receiving the credit card. The Cardhol der is guided by
t he handbook, as well as responsible for the foll ow ng
activities:

(1) Imediately utilize the CCB' s Voice Response Unit to
activate the card.

(2) Abide by the local institution's adm nistrative control
for obtaining authority to place an individual order.

(3) Abide by the procurenent guidelines and docunentation
requi renents as trained, and described in Section 5 and 9. The
Car dhol der shall consult the Supervisory Contract Specialist, or
desi gnated Contracting O ficer, for technical procurenent
assistance, if questions arise regarding procurenent regulations.

(4) Maintain conplete records of each order placed,
i ncludi ng description, quantity, unit prices and extended
subtotals, and totals on the Credit Card Purchase Form i ncl udi ng
shi pping and handling. |If the merchandise is to be delivered to
t he Warehouse, the Cardhol der nust send a copy of the formto the
War ehouse, PRI OR TO DELI VERY

(5) Mintain item zed recei pts and packing slips.

(6) Followup with vendor concerning any undelivered
orders.

(7) Each nmonth, the CCB will provide a Monthly Statenent
for purchases made with the Cardholder's credit card. Upon
recei pt, the Cardhol der shall performthe follow ng duties:

(a) Verify the Statenent by conparing with the
Car dhol der's docunentation of each item quantity, price and line
itemtotal.

(b) Assign the correct accounting classification
information to each credit expenditure (only if different from
the, cardholder's default accounting code).
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(c) Insert short descriptive information to each credit
expenditure (e.g., auto repair parts, stationary supplies, etc.),

(only if unavailable on request formor a substitute was
received).

(d) Sign the Statenent, attach all Credit Card Request
Form and applicable item zed receipts (original if available) or
packing slips, and forward to the CCM AO as soon as possible
after statenment is received.

(8) If unable to resolve any discrepancy with the vendor,
the cardholder is to imedi ately forward Statenent of Questioned
Item(s) to the Controller and aid any investigation of disputed
charges (see Section 10(b), "Di sputed Charges").

(9) Mitilate and return the credit card to the APC
(Controller) upon term nation or demand nade by the CCM AO or
APC.

a. Agency/ Organi zation Program Coordinator (APC)(Level 111):
The institution Controller or Regional Conptroller and/or
alternate is the APC for each institution, Regional Ofice,
Managenment and Special Training Center, and Central Ofice
Busi ness O fice, respectively. This official shall oversee the
techni cal adm nistrative aspects of the Credit Card Program at
each location. The APC (or alternate), shall serve as
coordi nator between the CCB, and each location staff. The APC
shal | ensure signature cards are included for the APC and al
alternates to the CCB. Any changes shall also be sent to
Nat i onal Contracts and Policy Section in Central Ofice (the
Level I APC) for the purpose of receiving a user ID code to
access the CCB s records electronically.

Al'l applications, renovals, changes to limts, etc., shall be
forwarded to the APC (or alternate) who shall notify the Credit
Card Bank. APC responsibilities include:

(1) Receiving Approving O ficial's applications and
collecting any information needed and forwarding to Credit Card
Bank or electronically making changes. Prior to forwarding, the
APC ensures that all Approving Oficial applicants have received
the training specified in Section 8, "REQU RED TRAI NI NG, " by
verifying and mai ntai ning docunentation on the AO s Training
Record.

(2) Receiving Cardhol der's applications, verifying and
mai nt ai ni ng docunentati on of appropriate training, and collecting
any information needed.
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(a) Ensuring a default account class code is inserted
on each Cardhol der application in accordance with

desi gnat ed accounting procedures: including project
code and sub-object. The exact entry on the
application shall be inserted in block entitled,
"Account Code."

(b) Ensuring each application has the approved single
purchase Iimt (not to exceed the Cardhol der Del egation
of Authority), and the nonthly purchase limt, as
specified by the Cost Center Manager.

(3) Forwarding or electronically entering Cardhol der and
Approving Oficial applications and nmai ntenance to the CCB

(4) Keeping an updated master |ist of Cardhol ders for each
Approving Oficial (including single purchase |imts and nonthly
purchase |imts).

(5) Ensuring accruals (when applicable), are properly
established for credit card purchases in accordance with the
current accounti ng/ budgeting policies.

(6) Ensuring the credit card paynent transactions are
properly recorded in the Bureau FM S.

(7) Reconciling the Central Ofice charges with the
Cardhol der's Statenent fromthe CCB, the anpbunts entered into the
Bureau FM S, and reposted amounts, (when appropriate).

(8) Collecting credit cards and renovi ng Cardhol ders when
appropriate. Dispose of cards as appropriate.

(9) Providing witten and/or electronic confirmation of al
card cancellations to the CCB

(10) Providing witten and/or electronic information on
di sputes to the Credit Card Bank.

c. Approving Oficial: Upon verification of training by the
APC, each CCM may be designated as an AO. Each proposed AO shal
conplete an application and forward to the APC. An Approving
O ficial may not be organizationally subordinate to his/her
Cardhol ders; nor may a CCM AO hold a card under his/her control.
Should a CCM desire to becone a Cardhol der, a separate Approving
O ficial must be designated within the organization.

CCM AO responsi bilities include:
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(1) Satisfying the training requirenents as specified in
Section 8, "REQU RED TRAINING " (to include alternate
CCM AGCs for those in an acting capacity).

(2) Obtaining a copy of Approving Oficial Instructions,
fromthe Credit Card Bank (if available). Qbtaining a copy
of the current Bureau "Credit Card Handbook" (from BOPDQOCs).

(3) Nom nating Cardholders and initiating i ssuance of
credit cards (through the APC). This includes providing a
copy of the Cardhol ders Del egation Authority Letter to the
APC.

(4) Specifying the single purchase Iimt and nonthly
purchase Iimt for all Cardholders w thin his/her
responsi bility.

(5) Tracking budgetary restraints in accordance with
national policy and | ocal supplenents, and authori zing
i ndi vi dual purchases on the Credit Card Purchase Form for
Car dhol ders under their responsibility. Estimate nonthly

accrual s and submt to Financial Managenent, when
applicable. In cases when the CCMis the Cardhol der, the
budgetary duties shall remain the CCMs responsibility).

(6) Receiving, on a nonthly basis, Cardholder's Mnthly
Statenents, from each Cardhol der under their responsibility.
Upon recei pt, the CCM AO perforns the foll ow ng:

(a) Review each Statenent to determne if the
purchases are appropri ate;

(b) Verify the charges appearing on the Cardhol der's
mont hly statenent, and verify account class codes, (and
if different fromthe default code, include the
appropriate codes for reposting purposes);

(c) Sign each Statenment as AO and forward to the
Fi nanci al Managenent office as soon as possible after
recei pt of statenent.

(7) Receiving the Monthly Approving Oficial Summary
Statenent, which is a conposite of all charges by the

i ndi vi dual Cardhol ders assigned to each Approving Oficial.
The Cost Center Manager (if different fromthe AO shall be
responsi ble for keeping the "official" credit card files for
revi ew purposes. The CCM shoul d consi der that Cardhol der
nunbers are included in these files and should be
appropriately secured. CCMAGCs will be responsible for
keeping their own copies of credit card statenent summaries
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on file, as well as a copy of each individual Cardhol der's
Statenents (wth attachnents) for three years. The
attachnments will include:

(a) Oliginal custoner copy of receipt(s) and/or
packi ng slip(s), when avail abl e.

(b) Credit Card Purchase Form

(c) Any other docunents or pertinent information
(e.g., approvals, etc.).

(8) Authorizing the CCB (through the Controller/APC) to
accept deviations fromthe pre-established single purchase
and/or nmonthly dollar limts in emergency situations.

d. Financial Mnagenent Staff: Responsibilities of the
Fi nanci al Managenent staff include the foll ow ng:

(1) Reconcile nmonthly Approving Oficial's Statenent and/or
Cardhol der's Statenents to the charges nmade by the Central
O fice Finance Branch in the FM S

(2) Assist in resolution of disputes regarding credit card
charges, and report to the APC

e. Supervisory Contract Specialist (or other designated
Contract staff): The Supervisory Contract Specialist serves as
techni cal procurenent advisor to Cardhol ders, CCM AGs and ot hers
involved in the program The SCS shall also be the AO for
Contracting O ficer Cardhol der's naki ng purchases between $2, 500
and $25, 000 on behal f of other Cost Centers except for Trust Fund
resal e purchases.

f. FEinance Branch: Responsibilities of the Central Ofice
Fi nance Branch include the foll ow ng:

(1) Mking tinely paynents for each | ocation and then
billing each I ocation by utilizing the automated FM S.

(2) Serving as each location's higher |evel Disputes
O fice, when needed.

g. Wirehouse Staff: The follow ng m ninmal procedures shall be
i npl emented and included in the local Institution Supplenent
addr essi ng recei ving procedures:
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(1) Upon receipt of a Credit Card Purchase Form the
War ehouse staff establishes and maintains the formin a
separate, al phabetical file, by vendor nane.

(2) The Credit Card Purchase Formis used to aid in
identification of deliveries and is to be signed by the
credit Cardhol der or designee when the order is picked up
fromthe Warehouse. Warehouse staff are responsible for
identification of the order to notify the appropriate staff
menber to receive the order; not for checking-in nerchandise
for conformance or conpletion.

(3) The Warehouse staff establishes and maintains a d osed
Credit Card Purchase file. This file contains a signed copy
of the formby the staff nenber picking up the order from

t he Warehouse, in a separate, al phabetical file, by

Car dhol der nane.

(4) For supplies, all vendors are discouraged from back
ordering. Wen a vendor's back orders cause problens, the
cardhol der may consider utilizing a different vendor with a
better delivery record. It is the Cardholder's
responsibility to resolve any discrepancy, whether in
guantity or price).

(5) Except for Trust Fund itens for resale and Controlled
Property (as identified by the Property Managenent Manual),
Recei ving Reports are not prepared for credit card

pur chases.

7. EUNDI NG

Fundi ng for Cost Centers and individual Credit Card Requests are
acconpl i shed and docunented in accordance with current accounting
and budgeting policies.

Not e: Trust Fund accounting procedures renain the sane as
current practices for resale itens purchased.

8. REQUI RED TRAI NI NG

Use of the credit card is governed by Part 13.3, Sinplified

Acqui sition Methods, as listed in the Federal Acquisition

Regul ation, and the Bureau of Prisons Acquisition Policy, Subpart
13. 301-70. Personnel designated to becone "Cardhol ders" or
"Approving Oficials,” nust first receive approved ethics and
credit card purchasing training and conplete appropriate
certifications. Personnel designated to be Cardhol ders nust al so
obtain a Del egation of Cardholder Authority (or nust hold a
Contracting O ficer Warrant). Applicants nmay be credited for the
ethics portion of the training if they have conpl eted the Cost
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Center Manager self study course, the Contracting Oficer's
Techni cal Representative self study course, or Procurenment
Integrity training.

At a mnimum training for the Credit Card Program incl udes
view ng the Bureau of Prison's video entitled, "Using Your
Governnment Credit Card." The training covers the fundanenta
pur chasing for $2,500 or |less, such as mandatory sources, and
addi tional prohibitions against the use of the credit card.

When an individual has conpleted the required training, the | ocal
Enpl oyee Devel opnment Manager or Enpl oyee Devel opnent
Adm ni strator issues a nmenorandum certifying training conpletion.

I ndi viduals with Del egati on of Cardhol der Authority are

consi dered procurenent officials, as defined under Section 27 of
the Ofice of Federal Procurenent Policy Act (41 U S.C 423), and
must receive procurenent ethics and procurenent integrity
training and conplete the Bureau form Attachnment 3-A, TRM Part
3, Procurenent Integrity Certification for Procurenent Oficials.

9. AUTHORI ZED PURCHASES.

The card may be used to pay for commercially avail abl e goods and
services within the $2,500 threshold, and for other allowable
purchases. However, sonme procurenents are |limted:

a. Prohibited Itens: |In accordance with the CCB' s
contract, the credit card may not, under any circunstances,
be used for: rental or lease of land or buil dings, major

t el ecomruni cati ons (tel ephone) services, or personal use
itens.

Not e: The purchase of prohibited itenms may result in
di sci plinary action.

b. Requl ated Purchases: The use of the credit card is
limted in the foll ow ng ways:

(1) Due to accountability requirenents, and as
specified by Bureau's internal controls or various
policies, the followi ng shall not be purchased with a
credit card: cash/ATM w t hdrawal s; neal s, | odgi ng,
rental of vehicles, or airline tickets in conjunction
wi th enpl oyee travel; construction services; incentive
awar ds (except by Human Resource Departnents); or

advi sory and assi stance servi ces.
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(2) Due to requirenents specified in various Bureau
Program St atenents, the follow ng may be procured with
the use of credit cards, once the advance approvals
and/ or other requirenments have been net: paid
advertisenents; business cards; tenporary services;

| ease or purchase of Automatic Data Processing (ADP)
software, and conputer equi pnent (e.g., printers,
monitors, internal nodens, repairs. etc). See BPAP
Part 7.105-73(c) for required approvals and Property
Managenent Manual for a list of controlled itenms. |If
appropriate approvals are first obtained, the purchase
of such itens/services may be acconplished with the
credit card.

(3) Controlled Property as identified in the current
Property Managenent Manual nmay be purchased with a
credit card. However these itens nmust be a) received
in the Warehouse (except amrunition and weapons)
b)recei ve Federal Prison System (FPS) nunbers, and c)
have a receiving report.

(4) Note Drugs purchased off the VA Pharnmaceutica
Contract are not mandatory to be purchased with the
credit card.

(5 Credit Card usage is not required for any
mandat ory contract where the vendor does not accept the
Credit Card.

UNDER NO Cl RCUMSTANCES SHALL THE CARD BE USED FOR PERSONAL
PURCHASES. VI CLATI ONS MAY RESULT | N DI SCI PLI NARY ACTI ON.

10. PROCEDURES.

a. Federal Procurenent Data System (FPDS) Reporting:
| ndi vi dual charges placed against the credit card are not
reported in the FPDS. Accordingly, internal docunents devel oped
to facilitate accruals should reflect three asterisks as the
desi gnati on code.

b. D sputed Charges: |If any statenment itemis found to be
incorrect, the Cardhol der adheres to the foll ow ng procedures:

(1) Imediately attenpt to resolve the disputed charges
with the nerchant involved, so that a credit appears on the
next Cardhol der's Statenent.
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(2) If aresolution with the vendor is not possible, or the
credit does not appear on the next statenent, the Cardhol der
i mredi ately prepares a Cardhol der Statenment of Questioned
Item(s) (disputes) (one for each itemin question). (The
formw |l be provided by the Credit Card Bank.) Shi pping
and handling charges or sales taxes may al so be disputed

using this form although see Section 4(c)(1) for
clarification.

(3) Make two additional copies of this conpleted form a)
send original to the APC (Controller); b) one copy for the
docunent ati on acconpanying the nonthly statenent to the APC,
c) one copy to be retained by the Cardhol der for tracking
purposes. The original or electronic version shall be sent
to the CCB by the APC

(4) Track disputed itens and ensure all credits due are
recei ved. *

c. Card Security: It is the Cardholder's responsibility to
safeguard the credit card and account nunber at all tinmes. Staff
are rem nded to take the necessary precautions to ensure that
under no circunstances are inmates to have access to a card
nunber (i.e., by processing/filing records, when placing orders
by tel ephone, etc.). The Cardhol der nmust not allow anyone to use
hi s/ her card or account nunber. A violation of this security and
trust may result in disciplinary action.

d. Lost/Stol en/ Conprom sed Cards: The Bureau will not be
Iiable for any unauthorized use of the credit card (this nmeans
the use of a credit card by a person other than the Cardhol der,
who does not have actual, inplied, or apparent authority for such
use, and from which the Cardhol der receives no benefit).

However, the Bureau may be responsi ble for charges agai nst the
card if a loss or theft is not reported to the Credit Card Bank
within the specified time. The Cardholder will not be personally
responsi ble for charges on a lost or stolen card if reported
properly. |If a card is lost or stolen, the Cardhol der nust:

(1) Imediately (within one working day) notify the CCM AQ,
the APC, and the Credit Card Bank via tel ephone.

(a) The Credit Card Bank's toll free tel ephone nunber
is 1-888-297-0781. For |ocations outside the U S.,
call collect at 847-488-4441. *

(2) Submt a witten report to the CCMAO within five
wor kdays, which wll be forwarded through the APC
(Controller) to the CCB. The report shall include:
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(a) Card Nunber;

(b) Cardholder's conplete nane, as it appears on card;
(c) Date card was stolen or |ost;

(d) Location loss occurred (if known);

(e) If stolen, date reported to police;

(f) Date the CCB was telephonically notified; and *

(g Credit Card purchases nmade the day the card was
| ost or stolen. *

A new card will be mailed upon the reported |oss or theft.

e. Enploynment Term nation of Cardholder: Wen Cardhol der
enpl oynent is term nated, the CCM AO obtains the nutilated card
fromthe Cardhol der, and inmediately notifies the APC, who
notifies the CCB via tel ephone or electronically (wthin one
wor ki ng day) of the discontinuance of the card. *

(1) Submt a witten report within five working days, which
will be forwarded through to the APC to the CCB. The report
shal | incl ude:

(a) Card Nunber;

(b) Cardhol der's conpl ete nane, as appears on the card;

(c) Date of termnation of the card;

(d) Date the CCB was tel ephonically or electronically
notified; and *

(e) Any purchases nmade on the | ast day of enpl oynent.

f. Transfer of Cardholder: Wen a Cardholder transfers to
anot her Bureau | ocation, the APC shall imedi ately suspend or
termnate the card wwth the CCB (Depending on the CCB s
capability).

Upon arrival at the receiving | ocation, the Cardhol der shal

report their card is in suspended status to the new Controller.

If the transferred enployee will becone a Cardhol der at the
receiving location, the APC shall appropriately change the Level
1l and IV hierarchy nunbers to reflect the new FM S | ocati on and
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Cost Center/AO information in the CCB records. |If the transferee
wll not remain a Cardhol der at the new | ocation, the card may be
cancel ed by either the losing or receiving |ocation. *

11. OVERSIGHT. The overall responsibility for the integrity of
the Credit Card Programis with the Cardhol der. However, the
Approving O ficial ensures each purchase is in accordance with
policy, and in the best interest of the Government. Accordingly,
Program Revi ew obj ectives shall be added to each discipline's

gui delines to nonitor program conpliance. Additionally, the

Regi onal Conptroller (or designee) shall randomy review at | east
five Cost Center's files at each institution to determ ne program
conpliance (i.e., mandatory sources, reconciliation of
statenents, personal convenience itens, etc.), once during the
fiscal year. A witten report of the reviewis forwarded to the
Chi ef, Procurenent and Property Branch. Each |ocal APC shal
randomy review each Cost Center at |east once per year for the
sanme and in accordance with the BPAP. A report of this review
shal |l be forwarded to each Regional Ofice.
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UNI TED STATES DEPARTMENT OF JUSTI CE
FEDERAL BUREAU OF PRI SONS
CREDI T CARD PURCHASE FORM

(Not for Personal Use Itens)

No.
War ehouse Use
VENDOR NAME: PHONE NUMBER
DEPARTNVENT:
REQUESTCR (| F OTHER THAN CARDHOLDER) : PHONE NUMBER
STOCK UNI T
NO. QUANTI TY UNI T DESCRI PTI ON PRI CE AMOUNT

Shi ppi ng & Handl i ng (it applicable)

TOTAL AMOUNT

Accounting Code (If other than default)

Card Hol der Signature (or initials): Date of Order:
Cost Center Manager/ Approving O ficial: Date: ___
Var ehouse (if applicable): Date:

OFFI CE REQ. NO. (fund control, etc):

Original (Cardhol der) Copy 1 (Cost Center Manager) Copy 2
(War ehouse)

"LOCAL REPRODUCTI ON AUTHORI ZED"
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U S. Departnent of Justice
Federal Bureau of Prisons

2333333333133333333333313331313333131313331313313131333131313313131333111))))

Washi ngton, DC 20534

MEMORANDUM FOR ( NAME), REGH ONAL CHI EF
PROCUREMENT AND PROPERTY
( RESPECTI VE) REG ON

FROM
Agency Program Coordi nat or ( APC)
(I'nstitution Controller/Regional Conptroller)
Name of Institution

SUBJECT: Request for Del egation of Cardhol der Authority

for the Governmentw de Commercial Credit Card
This shall serve as a request to del egate Cardhol der authority for
use with the Governnmentwi de Cormercial Credit Card Programto the
bel ow nanmed i ndi vi dual .

Car dhol der Nane/ Addr ess:

Singl e Purchase Limt: $2, 500

Poi nt of Contact Nane/ Tel ephone Nunber:

Attached is the applicant's certification of training conpletion and
the Procurenent Integrity Certification for Procurenent Oficials.

At t achment
"LOCAL REPRCODUCTI ON AUTHORI ZED'
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PART 14 - SEALED BI DDl NG
SUBPART 14.2 - SCOLIC TATI ON OF BI DS
14. 204-70 - Solicitation Files

For easy reference and uniformty, solicitation, contract, and
nmodi fication files will be maintained using a format simlar to
Attachments 14-A through 14-E of this Procurenent TRM This
format may be altered to suit the contract type and

ci rcunst ances.
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| FB_PRE- AWARD FI LE

Tab No. Docunent In File N A
FLAP A
1 Solicitation Docunent
2 Amendnent s ( FAR 14. 208)
3 Supervisory solicitation

Revi ew (FAR 14. 202- 6)
Conpl i ance and Revi ew
Section Revi ew *
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| FB_PRE- AWARD FI LE

Tab No. docunent In File N A
FLAP B
4 Request for Purchase/
Request for Contract
Action

| ndependent Gover nnent
Cost Estimate
APP/ | ndi vi dual Acqui sition

Pl an 7
Advanced Procurenent
Pl anni ng Checkl i st *
Supporting Narrative
to support FAR 7.105 *
Funds Availability
5 Contract Status Record
Mar ket Research
6 Presolicitation Approvals

Al'S (DQJ Order 2830.1D)
M crographics (DQJ O der
2780. 1)
Dept. of Labor \Wage
Det erm nati on (FAR
22.1008-1)
GSA Del egation of Procurenent
Aut hority *
Requi si ti oner
7 Q her:
Det erm nati ons and
Fi ndi ngs
Cancel | ation after
Openi ng (FAR
14. 404-1)
Type of Contract
Rej ecti on of
| ndi vi dual Bids
(FAR 14. 404-2(f))
Use of Options (FAR
17. 205 and 206)
Set-Aside for S/ B.(FAR
19.501(b))
Per f ormance bond (FAR
28.103-2))

| FB_PRE- AWARD FI LE

Tab No. Docunent In File N A

FLAP B (Conti nued)
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Bi d Sanpl es
(FAR 14. 202-4(d))
Descriptive Literature
(FAR 14. 202-5(c))

8 Synopsis (FAR 5. 201)

9 Pre-Solicitation Notice
Construction (FAR 36.213-2)

10 Source List (FAR 14.205-1)

11 Solicitation Requests

12 Declination to Ofer

13 Clarification of Solicitation
(requests and responses)

14 Noti ce of Cancell ation Before

Openi ng (FAR 14. 209)
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| FB_PRE- AWARD FI LE

Tab No. Docunent In File N A
FLAP C
15 Abstract of Bids - SF 1409
(FAR 14. 403)
16 Notice of Late Bids (FAR
14. 304-2 and 14. 304-3)
17 Notice to Reject Al Bids
(FAR 14. 404-3)
18 M nor Informalities and
Recei pt of Unreadabl e
El ectroni c Bids
(FAR 14. 405 and 14. 406)
19 M st akes in Bids Before
Award (FAR 14. 407-3)
20 Techni cal Eval uati on
21 Determ nation of Price
Reasonabl eness (FAR
14. 408. 2)
22 Det erm nati on of
Responsibility
(FAR 9.104-1)
23 Docunent ati on of Award
(FAR 14. 408.7)
24 M scel | aneous Correspondence
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| FB_PRE- AWARD FI LE

Tab No. Docunent In File N A
FLAP D
25 Pre- Award Approval s
EEO Conpl i ance Cl ear ance
(FAR 22. 805)
26 Supervi sory Revi ew
27 Legal Review (if applicable)

Conpl i ance and Revi ew
Section Revi ew
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| FB_PRE- AWARD FI LE

Tab No. Docunent In File N A
FLAP E
28 Protests Before Award (FAR
33.104(b))
29 FO A Requests Before Award

(FAR 24.2)
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| FB_PRE- AWARD FI LE

Tab No. Docunent In File N A
FLAP F
30 Unsuccessful Bids
31 Successful Bids
32 Unsuccessful Bi dders

Letters
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Contract File Award

Tab No. Docunent In File N A
FLAP A
1 Contract Docunent/
Modi fi cati ons
2 FPDS | ndi vi dual Contr act

Action Report (SF-279)
Award Di stribution
Checkl i st
Awar d Checkl i st
Consol i dated List of
Debarred, Suspended and
I neligi ble Contractor
(FAR 9.404(c)(5))

g~ W
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Contract File Award Checkli st

Contractor:

Requi r enent :

Contract No.:

Contract Type:

Solicitation No.:
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CONTRACT FI LE AWARD

Tab No.

Docunent In File

N A

FLAP B

\‘

© ©ow

Supporting Papers for
Basi ¢ Contract
Award Synopsis (FAR 5. 3)
Per f or mance Bond
(FAR 28.102, 28.103
and 53. 301- 25)
Subcontracti ng Report
( SF-294)
Protests After Award
(FAR 33.104(c))
FO A Requests After Award
Transm ttal / Acknowl edgnent
Letters
Contract Adm nistration
Approval s. e.g., approval
of subcontracts., etc
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CONTRACT FI LE AWARD

Tab No. Document

In File

N A

FLAP C

10 Supporting Papers for
Modi fi cati ons
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CONTRACT FI LE AWARD

Tab No. Docunent In File

N A

FLAP D

11 Vouchers and Rel at ed
Corr espondence
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CONTRACT FI LE AWARD

Tab No. Docunent In File N A

FLAP E

12 Contractor's Reports
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CONTRACT FI LE AWARD

Tab No. Docunent In File

N A

FLAP F

13 Contract C ose Qut
Checkl i st (Adm nistrative
Cor respondence) .
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MODI FI CATI ONS

Tab No. Docunent In File N A

FLAP C - Contract File

1 Request for Purchase/
Request for Contract
Action

| ndependent Gover nnment
Cost Estimate
APP/ | ndi vi dual Acqui sition
Pl an *
Advanced Procurenent
Pl anni ng Checkl i st *
Supporting Narrative
to support FAR 7.105 *
Funds Availability
2 Contract Status Record
3 Presolicitation Approvals
M crographics (DQJ O der
2780.1)
AlS (DQJ Order 2830.1D)
Wage Determ nation (FAR

22.1002. 1)
GSA Del egati on of
Procurenent Authority *
Requi si ti oner
O her:
4 Det er mi nati on and
Fi ndi ngs

Justification for O her
Than Full and Open
Conmpetition (FAR 6.303)
Statutory Fee Limtation
(FAR 15.404-4(c) (1))
Requiring C/ P Data
(FAR 15. 404- 3) *
Wai ver of Audit
5 Synopsis (FAR 5. 201)
Wai ver of Synopsis (FAR
5.202)
6 SF- 30
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MODI FI CATI ONS

Tab No. Docunent In File N A
FLAP C - Contract File (continued)
7 Correspondence - lnquiries
and Responses
8 Proposal Eval uation
(FAR 15. 305) *
9 Proposal or Claimfor
Equi t abl e Adj ust nent
10 Proposal Anal ysis
(FAR 15. 404) *
11 M scel | aneous Correspondence
12 Docunenti ng the Negotiation
(FAR 15. 406- 3) *
13 Pre- Award Approval s
EEO Conpl i ance Cl ear ance
(FAR 22. 805)
Contracting O ficer's
Techni cal Representative
14 Supervi sory Preaward Revi ew
15 Conpl i ance Revi ew Secti on
Revi ew *
Legal Review (if applicable)
16 Transmttal Letter and
Proposed Modification
17 Acknow edgnent Letter
18 Post award Synopsi s
19 Modi fi cati on Checkli st

20

SF- 279
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MODI FI CATI ON ((OPTI ON RENEWAL)

Tab No.

Docunent In File

N A

FLAP C - Contract File

abhwiN

10

11

12

13

14
15
16

Request for Purchase/
Request for Contract
Action

Advance Procurenent Pl an

(1 f applicable)

Funds Availability Meno

Letter of Intent

Copy of Original Synopsis

Det erm nation for Exercising
Option Year (including
Price Reasonabl eness
Det er mi nati on)

Current Insurance Certificate
(1 f applicable)

Request for Wage

Determ nations (if

appl i cabl e)

EEO Conpl i ance (if

appl i cabl e)
Subcontracting Pl an
(1 f applicable)

SF- 279, Individual Contract

Action Report
COTR Monitoring

Report s/ Contractor

Per f ormance Reports
Check all nodifications

since last Option Renewal,

ensure they are al
nunbered correctly and
signed by Contracting

O ficer and by the Contractor

(if bilateral); $ anopunts

added.

Revi ews (Supervi sory,

Regi onal & Central Ofice)
Legal Review (if applicable)
M scel | aneous Correspondence
SF-30, Unilateral Modification

to Exercise Option

CONTRACT MODI FI CATI ON FI LE
CONSTRUCTI ON CONTRACTI NG
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Modification #
Unilateral () [/ Bilateral () FLAP C

DATE

Tab No. Docunent File

N A

FLAP C - Contract File

1 Requisition with Advance
Procurenent Pl an (APP)
Nunber
Supported by Statenent

of Need and APP
Docunent ati on
Advance Procurenent
Pl anni ng Checkl i st
/1 ndi vi dual
Acqui sition Pl anning
Supporting Narrative
to Support FAR 7.105
| ndependent Gover nnent
Estimat e / Funds
Availability
Funds Availability
| ncrease Menorandum
Speci fication Review by
t he Conpetition Advocate

2 Contract Status Record
M | est ones

3 Pre-Solicitation Approvals

4 Determ nations & Findings
Justification for O her
than Full and Open
Conpetition
Statutory Fee Limtation
(FAR 15.404-4(a)(4)(i))
Wai ver of C/ P Data
FAR 15. 403- 4)

Request for Audit
(FAR 15.404-2(c) (1))

5 Synopsis (FAR 5.201)

Wai ver of Synopsis

(FAR 5. 202)
6 Mdification or Change O der
Docunent
7 Correspondence - Inquiries

and Responses
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CONSTRUCTI ON CONTRACT MODI FI CATI ON

Tab

No. Docunent

In File

N A

FLAP C (Conti nued)

10

11

12

13

14

15
16

17

18
19
20

Techni cal Eval uati on Reports

(FAR 15.404(1)(e))

Proposal or Claimfor

Equi t abl e Adj ust nent

Cost Anal ysis (FAR 15.404-1(c))

/Price Analysis

(FAR 15. 404-1(b))

Certificate of Current Cost

or Pricing Data

(FAR 15.406-2) / | ndependent

Gover nnent Estimate

(FAR 15.404-1)

Summary of Negoti ations

(FAR 15. 406- 3)
Pre-negoti ati on Objectives
(FAR 15. 406-1)
Record of Negoti ations
Certificate of Current Cost
O Pricing Data

Pre- Award Approval s

EEO Conpl i ance Cl ear ance

(FAR 22. 805)

Procurenent Integrity

Certification

Aut hori zed Personnel Access

to File Menorandum

Contracting O ficer's

Techni cal Representative/

Appoi ntmrent Letter

-- COIR Certificate

Supervi sory Revi ew

Conpl i ance Revi ew Secti on

Revi ew

Transmttal Letter and

Proposed Modification (SF 30)

Suppl enental Definitization

Modi fication (FAR 43.204)

Post award Synopsi s

| CAR - SF279

Modi fication Checkli st
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PART 15 - CONTRACTI NG BY NEGOTI ATI ON

SUBPART 15.2 - SOLI Cl TATI ON FORNAT

15.204-70 - Solicitation Files

For easy reference and uniformty, solicitation files wll be
mai ntai ned using a format simlar to Attachnents 15-A of this

Procurement TRM This format nay be altered to suit the contract
type and circunst ances. *
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RFP_PRE- AWARD FI LE

Tab No. Document In File N A
FLAP A
1 Solicitation Docunent
2 Amendnent s
3 Supervisory Solicitation
Revi ew

Conpl i ance Revi ew Secti on
Revi ew
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RFP_PRE- AWARD FI LE

Tab No. Docunent In File N A
FLAP B
4 Request for Purchase/
Request for Contract
Action

| ndependent Gover nnent
Cost Estimate
APP/ | ndi vi dual Acqui sition
Pl an
Advanced Procurenment
Pl anni ng Checkl i st
Supporting Narrative
to support FAR 7. 105
Funds Availability

5 Contract Status Record
Mar ket Research
6 Presolicitation Approvals
M crographics (DQJ O der
2780.1)

AlS (DQJ Order 2830.1D)
Consul tant Services (DQJ
Order 1304. 2A)

Dept. of Labor \Wage
Det erm nati on (FAR
22.1008.1)
SBA 8(a) Authority
(FAR 19. 8)
Requi si ti oner
7 O her:
Det erm nati on and Fi ndi ngs
Justification for
O her Than Ful
and Open Conpetition
(FAR 6. 3)
Type of Contract
Rej ection of all Proposals
(FAR 15. 305(b))
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RFP_PRE- AWARD FI LE

Tab No.

Docunent In File

N A

FLAP B (Conti nued)

10
11
12

Time and Materials Type
(FAR 16.601(c))
Letter Contract (FAR
16. 603- 3)
Statutory Fee Limtation
(FAR 15.404-4(a)(4) (i)
Justification for
O her Than Ful
and Open Conpetition
(FAR 6. 3)
Type of Contract
Rej ection of all Proposals
(FAR 15. 305(b))
Prohi bition on
obtaining C/ P Data
(FAR 15.403-1)
Use of Options
(FAR 17. 2)
Set-Asides for S/B
(FAR 19.501 (b))
Per f ormance Bond (FAR
28.103-2)
Commer ce Business Daily
Synopsis (FAR 5. 2)
Wai ver of Synopsis (FAR
5.202)
Source Li st
Solicitati on Requests
Declination to O fer
Correspondence -- Inquiries
and Responses
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RFP_PRE- AWARD FI LE

Tab No. Document

In File

N A

FLAP C

13 Subm ssion, Modification,
Revi sion & Wt hdrawal of
Proposal s (FAR 15. 208)

14 Exchanges w O ferors
After Receipt of Proposals
(FAR 15. 306)

Questions
Responses

15 Proposal Eval uation
(FAR 15. 305)

16 Successful Proposal

(i ncluding final proposal
revisions).

17 Cost/ Price Analysis Including
Audi t (FAR 15. 404)
18 Communi cations w O ferors

Bef ore Establishnment of
The Conpetitive Range
O feror (FAR 15.306(b) &
15. 306(c)

19 Request for Final Proposal
Revi si ons (FAR 15. 307)

20 M scel | aneous Correspondence
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RFP_PRE- AWARD FI LE

Tab No. Docunent In File N A
FLAP D
21 Docunenti ng the Negoti ati ons
(FAR 15. 406- 3) *
22 Pre- Award Approval s
EEO Conpl i ance Cl ear ance
(FAR 22. 805)
Contracting O ficer's
Techni cal Representative
O her:
23 Supervi sory Pre-award Revi ew
24 Legal Review (if applicable)

Conpl i ance Revi ew Secti on
Revi ew
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RFP_PRE- AWARD FI LE

Tab No. Document In File N A
FLAP E

25 Pre-award Debriefing

of Oferors

( FAR 15. 505) *
26 Protests Before Award

(FAR 33.104(b))
27 FO A Requests Before Award

(FAR 24.2)
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RFP_PRE- AWARD FI LE

Tab No. Docunent In File N A
FLAP F
28 Notifications to Unsuccessful
O ferors (FAR 15.503) *
29 Unsuccessful Proposals

(I'ncluding final proposal
revisions) (file in separate
folders, if necessary)
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SUBPART 17.5 - TNTERAGENCY ACQOT I Imone
17.502 - Ceneral

Thi s chapter provides sanples of various basic agreenent types to
be used as specified in the BPAP.

Sanpl e I nteragency Agreenent (IAG (Attachnment 17-A)

Sanpl e Menor andum of Understanding (MOU) (Attachnment 17-B)

Sanpl e I ntergovernnental Agreenents (1GA) (Attachnent 17-C
and 17-D)

Sanpl e Rei nbursenent Agreenent (RA) (Attachnent 17-E)

Sanpl e Determ nation and Findings (D&) (Attachnment 17-F)
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| AG 536-6
| NTERAGENCY AGREEMENT
BETWEEN

UNI TED STATES DEPARTMENT OF JUSTI CE
FEDERAL BUREAU OF PRI SONS

AND

THE GOVERNMENT PRI NTI NG OFFI CE

PURPOSE AND SCOPE

The United states Departnent of Justice, Federal Bureau of
Prisons (BOP), hereinafter referred to as the BOP, and the
Government Printing Ofice (GPO), hereinafter referred to as
GPO, agree that GPOw Il serve as a billing agent for the
Depart ment of Commrerce, regardi ng BOP procurenent rel ated
announcenents or synopses published in the Conmerce Business
Daily (CBD).

BACKGROUND

Previ ously, announcenents or synopses published in the CBD
were funded by Congressional appropriations. Effective

Fi scal Year 1996, these appropriations wll be discontinued,
and funding for BOP procurenent rel ated announcenents w ||
be provided by the BOP.

AUTHORI TY
This Agreenent is entered into under the authority of
Section 1535 of Title 31 of the United States Code (31
U S C 8§ 1535), as anended.

Bl LLI NG AND PAYNMENT

GPO agrees to bill the BOP nonthly for all procurenent

rel ated synopses published in the CBD. Announcenents

i ncl ude procurenents, nodifications, awards, and sources
sought synopses. The GPO will charge $18 for each item
published. Billing excludes announcenents nade by the
National Institute of Corrections, and Federal Prison

| ndustries (UNTICOR). Collection will be nmade via On-1line
Paynment Col | ection System (OPAC) utilizing the foll ow ng:

Activity Address Code (AAC) - 153109
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V.

VI .

VII.

VIIT.

Activity Locator

BOP Appropriation Nunber:

AGENCY | NTERFACE

The BOP and GPO shal

Code (ALC) -

establish a direct

15100900
62- M 197- 400- 000- 2313

line of

communi cation to ensure tinely responses to agency

inquiries.
cont act :
Federal Bureau of Prisons

320 First Street, NW

Room 5006

Washi ngton, D. C 20534
ATTN:. Chi ef

Nat i onal Contracts and Policy
PHONE: (202) 307-0985

FAX: (202) 307-1146

PERI OD OF AGREENMENT

The foll owi ng persons are the primry points of

U S. Governnent Printing
Ofice

North Capital & H Streets, NW
Room B-701 - Stop FM
Washi ngton, D. C. 20401

ATTN: Account ant
U S. Governnent Printing
Ofice

PHONE:
FAX:

(202) 512-2076
(202) 512- 1520

Thi s Agreenent becones effective upon signature of both

parties and will

new Agreenent, nodifi ed,

parties or may be term nated by either
days witten notice of
ot her party.

remain in force unti
or ternmn nated.
be term nated i medi ately upon nutua

it is superseded by a
Thi s Agreenent can
consent of both

party by providing 30

its intention to termnate to the

SUSPENSI ON OR TERM NATI ON OF THE AGREENMENT

The GPO agrees to consult with the BOP before any actions
are taken to suspend or term nate any agreenent.

MODI FI CATI ONS

Thi s Agreenent, its
revised or
under si gned parti es,

or del agees.

or any of

or their

Each party shal

speci fic provisions, may be

nodi fi ed by signatory concurrence of the

respective official successors
pronptly notify the other

when successors or del agees are appoi nt ed.
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I X.

ANTI - DEFI Cl ENCY ACT

Not hi ng cont ai ned herein shall be construed to obligate the
Federal Bureau of Prisons to any expenditure or obligation
of funds in excess or in advance of appropriations in

viol ation of the Anti-Deficiency Act, 31 U.S.C., 8§ 1341,

as anended.

ACCEPTED

U. S

DEPARTMENT COF JUSTI CE

FEDERAL BUREAU OF PRI SONS

By: or
Chi ef Regi onal Director
Procurenment and Property Branch as appropriate *
Dat e:
ACCEPTED
U.S. GOVERNVENT PRI NTI NG OFFI CE
By:

Dat e:

Conmptrol |l er
U.S. Governnent Printing Ofice
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VEMORANDUM OF UNDERSTANDI NG 528- 5

bet ween

Federal Bureau of Prisons (BOP), U S. Departnent of Justice (DQJ)
320 First Street NW Washi ngton, DC 20534

and t he

Def ense Fuel Supply Center (DFSC), Defense Logistics
Agency (DLA), Departnent of
Def ense, Caneron Station, Al exandria, VA 22304

for

Providing reliable delivery of direct supply natural gas at the
| owest conpetitive cost to the Bureau of Prison facilities.
233313333333331333311313331313333131333113133311333311333111333111331111)))))))
1. Scope: Deregulations within the natural gas industry allows

direct purchase of natural gas supplies with delivery via open
access transportation through the interstate pipelines. Free

mar ket, conpetitive direct supply natural gas (DSNG contracts
may offer significant cost savings to end-users, such as BOP
facilities, conmpared to tariff gas delivered at sal es service
rates under utility services contracts with local distribution
conpani es (LDCs). Wiere estimated cost savings exist and the BOP
facility is a candidate for DSNG DFSC shall have sol e

responsi bility for providing DSNG procurenent support to BOP
facilities.

2. Term of Agreenent: | ndefinite.

3. Basis for Agreenent: Procurenent support is provided as an

i nt eragency acqui sition under the Econonmy Act, 31 U.S.C., Section
1535 as prescribed by Federal Acquisition Regulation (FAR) Part
17. 5.

4. Ceneral Responsibilities: DFSC as DLA s agent, has sole
responsi bility for providing procurenent support for DSNG
deliveries to BOP facilities. Natural gas requirenents-type
contracts will be conpetitively awarded t hrough consol i dated
regional solicitations. in order to place a BOP facility under
contract prior to the regional acquisition, DFSC s Bl anket
Ordering Agreenents (BOAS) for interimbuys may be used.
Regar dl ess of which contracting instrunent is utilized, DFSC w ||
have a contract in place for either firmor interruptable
delivery of DSNG on the date required by the BOP facility.
Contracts will only be awarded when determ ned cost effective and
consistent wth providing secure and reliable delivery in support
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of the BOP facilities' mssion. Such contracts shall be awarded

and adm ni stered according to the highest standards, as well as

i ndustry practices. BOP facilities shall provide to DFSC, either

upon request, or independently, utility/natural gas invoices for

the previous 12-nmonth period, for calculation by DFSC of the cost

savings potential and feasibility of transporting DSNG |f

i ncluded in the DSNG Program each BOP facility wll provide the

necessary support to performthe specific functions described

bel ow before and after award of a contract by DFSC

5. Specific Responsibilities:

DESC W LL:

a. Anal yze BOP facilities' natural gas utility bills and
determ ne the feasibility of transporting DSNG and the projected
estimated cost savings that may be realized over a 12-nonth
peri od.

b. Solicit, negotiate, and award conpetitive DSNG contracts in
accordance wth the FAR, which have consolidated requirenents, as
much as practicable fromDoD installations, BOP facilities, and
ot her Federal Civilian custoners.

c. Require the DFSC contractor provide supply managenment when
requested by a BOP facility.

d. Assist BOP facilities, in execution of transportation
agreenents wth servicing LDCS, when requested.

e. Analyze followon requirements for cost savings as
descri bed herein.

f. Keep BOP participating facilities cuffent about information
rel evant to the program and/or the natural gas industry.

g. Provide initial and ongoing training to BOP facility
personnel .

h. Act as the Central Mnager for Califoma facilities.
BOP W LL:

a. Provide DFSC with natural gas utility invoices for the |ast
12 nont hs.

b. Were | oad managenent is to be performed under the DFSC
contract, provide DFSC with natural gas nonthly consunption over
the past five (5) years.

c. Use the Natural Gas Requirenments form (enclosure 1) for
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subm SSron of requirenents to DFSC.

d. Budget for and fund requirenents submtted for inclusion in
t he DSNG Pr ogr am

e. Ensure LDC (or pipeline) transportation agreenents are
executed prior to award of the DFSC contract.

f. |If supply managenent is required under the DFSC contract,
ensure that the LDC (or pipeline) telemetering devices and
software, if applicable, are installed prior to the contract's
starting delivery date.

g. Participate in postaward conferences, where appropriate.

h. |Issue delivery orders and obligate funds for requirenents
of DSNG wi th copies provided to DFSC (except for Califom a).

i. Admnister individual delivery orders and make tinely
paynments to DFSC contractors for gas deliveries pursuant to those
delivery orders (except for Califom a).

6. Agency Interface:

Di rector

Alternative Fuel s Ener gy Program Manager

Def ense Fuel Supply Center Federal Bureau of Prisons
Def ense Logi stics Agency 320 First Street, NW—5008
Caneron Station Washi ngton, D.C. 20534

Al exandria, VA 22304-6160 PHONE: (202) 514-6652
PHONE: (703) 274-7423 FAX: (202) 514-8848

FAX. (703) 274- 4557

7. Anti-Deficiency Act: Nothing contained herein shall be
construed to obligate the Federal Bureau of Prisons to any
expenditure or obligation of funds in excess or in advance of
appropriations in accordance with the Anti-Deficiency Act, 31
U S C, Section 1341.
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8. The follow ng authorized individuals agree herewth:

DEFENSE FUEL SUPPLY CENTER DEPARTMENT OF JUSTI CE

DEFENSE LOQ STI CS AGENCY FEDERAL BUREAU OF PRI SONS
CAPT, SC, USN Chi ef
Acting Commander, DFSC Procurement and Property Branch
Dat e Dat e
or
CEO
Concur :

Regi onal Director *
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U. S. Departnent of Justice

Federal Bureau of Prisons

2333333333333333333331313331313333131313313131331313133313131331313133311)3)))

Washi ngton, DC 20534

TRM | GA SAMPLE

| GA 527-5

| NTERGOVERNVENTAL AGREENMENT

State of Loui siana

This Agreenent is entered into between the U S. Departnent of
Justice, Federal Bureau of Prisons, referred to herein as "BOP,"
and the State of Louisiana referred to herein as "State,"
pursuant to the authority of 18 USC 5003 and under the exception
to the Federal G ant and Cooperative Agreenment Act of 1977

(P.L. 95-224).

WHEREAS, the BOP is willing to house sentenced State prisoners in
return for appropriate reinbursenment fromthe State,

NOW THEREFORE, THE PARTI ES AGREE AS FOLLOWE:

1. PERFORVANCE: Subject to the availability of suitable space,
BOP agrees to accept sentenced State prisoners, referred to
herein as "inmates," fromthe State, and to undertake their

cust ody, housi ng, safekeeping, and subsistence at a Federal
detention facility.

2. PERI OD OF PERFORVANCE: This agreenent shall becone effective
upon the date of acceptance by the BOP and remain in effect until
anended, superseded, or term nated as provi ded herein.

3. PAYMENT: 1In consideration for the BOP's performance under
the ternms and conditions of this Agreenent, the State shall make
paynent to the BOP for each State inmate accepted and housed by
BOP. Paynent will be made at a rate equal to the cost per inmate
per day of the Federal institution at which the inmate i s housed.
This rate, which shall be established by BOP, is the per diem
rate for the support of one inmate per manday and shall include
the day of arrival and the day of departure.
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Bills for which paynent has not been received wthin 30 days are
consi dered past due and |l ate charges will be conputed nonthly for
each overdue bill. The interest rate will be determ ned by the
current value of funds to the U S. Treasury.

4. Bl LLI NG PROCEDURE

a. lnvoices - Invoices shall item ze each i nmate by nane,
regi ster nunber, dates of stay, and appropriate nanday rate.
Billing shall be based upon the actual nunber of nmandays used.

The invoices will be based upon the established daily per diem
rate for each institution. The per diemrates wll be adjusted
on a quarterly basis.

b. | nvoi ce Submni ssions - BOP shall submit all invoices to the
State at the foll ow ng address:

Account ant Manager

Loui si ana Departnment of Public Safety
and Corrections, Corrections Services
P. O Box 94304 Capitol Station

Bat on Rouge, Louisiana 70804-9304
PHONE: (504) 342-6548

c. Paynent - State shall make paynents to BOP on a nonthly
basis pronptly after recei pt of an appropriate invoice which
shall contain a remttance address.

5. OVERPAYMENT: If it is determ ned that the State has overpaid
BOP, all such overpaid anounts shall be repaid i nmediately.

6. APPLI CATION FOR TRANSFER: A witten application shall be
submtted by the State to BOP requesting permssion to transfer a
State inmate to the care and custody of BOP. A separate
application shall be submtted for each inmate proposed for
transfer.

Each application for transfer shall include the foll ow ng:

a. Copies of all relevant docunents which relate to the
inmate's case history, physical and clinical record;

b. Certified copies of all judicial and adm nistrative rulings
and orders relating to the inmate and the sentences pursuant
to which confinenment is to be had or continue; and

c. Reason(s) for the requested transfer.
The BOP shall retain the discretion to reject any transfer

application for any reason when the Director determ nes that such
rejection would be in the best interest of the BOP.
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7. DELIVERY OF INMATE: Upon receipt of approval fromthe BOP,
the State, at its own expense, shall deliver the inmate to be
transferred at a | ocati on agreed upon by the parties.

8. TRANSPORTATI ON COSTS: All costs incident to the transfer of
an inmate, as well as transportation costs related to the rel ease
of an inmate, shall be the responsibility of the State.

9. TRANSFER OF I NMATE FUNDS: Funds belonging to a transferred
inmate shall, upon witten application by the inmate, be
transmtted to the State Inmate Trust Fund.

10. RESPONSIBILITY FOR CUSTODY: It shall be the responsibility
of BOP to provide for the custody, housing, safekeeping, and
subsi stence of sentenced i nmates accepted fromthe State under
the terns of this Agreenent.

11. MEDI CAL SERVICES: State inmates shall receive the sane
degree of nedical care and attention regularly provided by BOP.
The cost of any special or extraordinary nedical services,

i ncludi ng transportation, nedication, equipnent, and surgical or
nursing care, shall be paid by the State. The BOP shall have
sole discretion in determning the nmeaning of "special or
extraordi nary nedi cal services."

In the event of energency, BOP shall proceed immediately with
necessary nedical treatnment. |In such event, BOP shall notify the
State as soon as practicable regarding the nature of the
transferred inmate's illness or injury, type of treatnent

provi ded, and the estinmated cost thereof.

12. DISCIPLINE: In accordance wwth Wl ff v. MDonnell, 94 S C
2963, 418 US 539, 41 L.ED. 2d 935, BOP shall have physical

control over, and power to exercise disciplinary authority upon,
a transferred inmate. Wiile in the custody of BOP, the inmate
shal | be subject to Federal |aws, rules, and regul ati ons not
inconsistent wwth the sentence inposed. Nothing contained herein
shall be construed to authorize or permt the inposition of a

di sci pline prohibited by | aw.
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13. ESCAPE: If a transferred i nmate escapes, BOP shall pronptly
notify the State and shall thereafter have the primary
responsibility and authority to direct the pursuit and retaking
of such escaped inmate. BOP shall use all reasonable neans to
recapture the escaped inmate. All reasonable costs in connection
therewith shall be borne by BOP.

14. DEATH OF I NVATE: In the event of the death of a transferred
inmate, BOP shall immediately notify the State of the death,
furnish informati on as requested, and foll ow appropriate
instructions with regard to the disposition of the body.

The body shall not be rel eased except upon witten order of the
State. Al expenses relative to the necessary preparation and
di sposition of the body, as well as the duty to notify the
nearest relative of the deceased inmate, will be the
responsibility of the State.

The provisions of this paragraph shall govern only the
contractual relationship between BOP and the State, and shall not
affect the responsibility of relatives or other persons for the
di sposition of the deceased and for expenses connected therewth.

15. I NTER-1NSTI TUTI ONAL TRANSFERS: BOP may relocate a State
inmate fromone detention facility under its control to another
whenever it seens such action is appropriate. Notice of such
transfer shall imediately be sent to the State. All costs
associated with any inter-institutional transfers of a State

i nmat e because of nedical or discipline reasons shall be paid by
the State.

16. RETAKING OF | NVATES UPON RELEASE: Upon the | awf ul
termnation of an innmate's commtnent, the State shall accept
delivery of the inmate at its own expense. However, by agreenent
between the parties and the inmate, such inmate may be

di scharged, conditionally or otherwi se, at a nutually agreed upon
| ocati on.

Upon 30 days advance notice, the BOP, at its sole discretion, may
return an inmate to the State.

17. GRATUI TIES AND EXPENSES UPON RELEASE: d othing and supply
gratuities attendant to the release of a State inmate shall be at
t he expense of the State.

18. TERM NATION: This Agreenent may be term nated by either
party upon sixty (60) days witten notice to the other party.
Wthin a reasonable tinme of the giving or recei pt of such notice,

the State shall retake custody of all inmates transferred to BOP
under this Agreenent.
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19. MODI FICATION: This Agreenent may be nodified or anended in
witing by nutual consent of the parties.

20. OTIHER CONTRACTS UNAFFECTED: Nothing contained in this
Agreenent shall be construed to abrogate, inpair, alter, or anmend
any agreenment or contract now in effect between the parties
relating to the confinenent and care of State or Federal innmates.

21. MAILING ADDRESSES: All notices, reports, applications, and
correspondence to the respective parties to this Agreenent shal
be sent to the foll ow ng:

Secretary

Loui si ana Departnment of Public Safety
and Corrections, Corrections Services
P. O Box 94304 Capitol Station

Bat on Rouge, Loui siana 70804- 9304
PHONE: (504) 342-6741

FAX: (504) 342-3095

Federal Bureau of Prisons
Procurenment and Property Branch
320 First Street, NW - 5006
Washi ngton, D. C. 20534

Attn: Property Managenent
PHONE: (202) 307-2068

FAX: (202) 307-5755

I N WTNESS WHERECF, the undersigned duly authorized officers have
subscri bed their nanes on behalf of the State of Loui si ana and
t he Federal Bureau of Prisons:

State of Loui si ana Federal Bureau of Prisons
Department of Public Safety
and Corrections, Corrections

Servi ces

Secretary Chi ef
Procurenent and Property
Branch

Dat e Dat e



PROCURENMENT TRM 4101. 03
Part 17, Attachment 17-D, Page 1

| NTERGOVERNVENTAL AGREEMENT #545-6
bet ween

UNI TED STATES DEPARTMENT OF JUSTI CE
FEDERAL BUREAU OF PRI SONS
and t he

LOUI SI ANA NATI ONAL GUARD

)))I))))I%%J)RI?%%%)))))))))))))))))))))))))))))))))))))))))))))))))))

Thi s Agreenent establishes the terns and conditions through
whi ch the use of four barracks and the | eadership response
course wll be provided to the United States Departnent of
Justice, Federal Bureau of Prisons, hereinafter referred to
as the BOP, by the Louisiana National Guard, Canp
Beauregard, hereinafter referred to as LNG

1. SCOPE
This Agreenent is limted to the BOP South Central Region
Speci al Operations Response Team (SORT) participants and
support staff.
Thi s Agreenent becones effective when signed by both parties
and will remain in effect until termnated as outlined in
par agr aph V.

I11. AUTHORI TY

This Agreenent is entered into under authority O Title 31
of the United States Code (31 U S.C. 6305).

V. PERI ODI C REVI EW

This Agreenent is subject to review at any tine upon witten
request of either party.

V. CHANGES OR TERM NATI ON

a. Changes to this Agreenent by either party will be
docunent ed, sequentially nunbered, signed by both parties to this
Agreenent, and attached to this docunent as a permanent part
hereof. The required approval |evel for these changes shall be
the signatories of this agreenent or the proper designated
representatives.

b. This Agreenent will be term nated concurrent with
conpl etion of the Intergovernnental Agreenent.
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VI,

AGENCY | NTERFACE

a. The follow ng individuals are responsible for

coordinating the inplenmentation of this Agreenent within their
respective organi zations. Copies of this docunent and perti nent
correspondence, changes, or other transactions pertaining to this
Agreenent shall be furnished to these individuals:

1. Louisiana National Guard
Commander 225t h Engi neer G oup
718 E. ST.CP Beauregard
Pineville, LA 71360-3737
PH #: 318-640-2080 ext. 249
FAX: 318-641-3342

2. Federal Bureau of Prisons
P. 0. Box 5050
East What | ey Road
OCakdal e, LA 71463
PH #: 318-335-4070 ext. 161
FAX: 318-335-1924

b. Principals identified above may del egate the functions

of adm nistration and coordination of this agreenent.
Negotiation of nodification to this Agreenent is reserved to the
principals identified in paragraph VI above.

VII.

VIIT.

FUNDI NG

Funds wi Il be obligated when this Agreenent is fully
executed. BOP obligation under the terns of this Agreenent
will not exceed $1,848.00. The total was arrived at in the
fol | om ng manner:

Four barracks at $42.00 per barrack per day for six days
($1,008.00) & Linen is $4.00 per person (210 participants x
$4. 00 = $840. 00).

Bl LLI NG AND PAYNMENT

Billing for reinbursenment will contain a detailed |ist
i ndi cating cost for barracks, linen & unique cost for
suppl i es.

a. Bills will reference Intergovernnental Agreenent 545-6.
b. Address for billable office:

Federal Bureau of Prisons
Controller

P. 0. Box 5050

Cakdal e, LA 71463
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X, ANIT-DEFI O ENCY ACT

Not hi ng cont ai ned herein shall be construed to obligate the
Federal Bureau of Prisons to any expenditure or obligation
of funds in excess or in advance of appropriations in
accordance with the Anti-Deficiency Act, 31 U.S.C., Section
1341, as anended.

X. BOP_RESPONSI BI LI TI ES

a. Staff shall conduct thenselves in accordance with rul es
and regul ati ons of Canp Beauregard.

b. Provide a single point of contact to serve as BOP
Techni cal Representati ve.

c. Provide a forecast of anticipated nunber of participants
for the supply of linen.

d. Provide nodifications to the Agreenent as required.

Xl.  LNG RESPONSI BI LI TI ES

a. Provide a single point of contact to serve as LNG
Representati ve.

b. Provide barracks and linen for SORT participants.
c. Provide use of |eadership response course.

d. Provide other services as required and accepted between
LNG and BOP.
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ACCEPTED
U S. DEPARTMENT OF JUSTI CE
FEDERAL BUREAU OF PRI SONS

By:

Regi onal Director

Dat e:

ACCEPTED
LOU SI ANA NATI ONAL GUARD
CAMP BEAUREGARD

By:

Commander ,
225t h Engi neer G oup *

Dat e:

ACCEPTED
LOU SI ANA NATI ONAL GUARD
STATE OF LQOUI SI ANA

By:
COL, GS, LAARNG
Director,

Facilities Engineering




PROCURENMENT TRM 4101. 03
Part 17, Attachment 17-E, Page 1

U.S. Department of Justice Bar Code
Reimbursement Agreement Between Agencies
Partiesto the Agreement:

Provider Agency Customer Agency
Provider Cost Center: RCN: RCN Description: Customer Contact: Phone:
Provider Contact: Phone:
Customer Number: Customer Alias:
Provider Name: Customer Name:  (If hilling address is different, specify on reverse side.)
Address: Address:
City: State: Zip: City: State: Zip:

Duration:

This agreement shall become effective on: and shall continue through:

Providethe Following Services or Goods:

Brief explanation of work or servicesto be performed and basis for determining cost:

Authority: 31 USC § 1535, The Economy Act. Termination/M odification:
Executive Order 12564, 51 FR 32889

Agency Location Code: Appropriation Symbol: Cost Center/SOC Charaing: DOl Reference: Estimated Amount:
(NOT to exceed)

(Attach additional sheet for continuation of explanation, if necessary.)

Cust oner Fi nanci ng:

(Customer agency will indicate account to be charged. Federal agencies will be billed by OPAC, except for the OBDs,
Agency Location Appropriation Cost Center: YRegDoc: Obl Mbdnt h: bl SOC: Pay SCC:
Code: Synbol : 92ML9740043U2514Y
FP090022XM N A N A N A
BOP: 15- 10- BOP: 1571060
0900

Approval s:

(See reverse side of form)

Approved for Provider Ofice: Approved for Customer Ofice:
Or gani zati on: Or gani zati on:
Si gnat ur e: Si gnat ur e:

Title: Title:
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| NTERAGENCY AGREEMENT (1 AG
Federal Bureau of Prisons
"Determ nati on and Fi ndi ngs"

TECHNI CAL SYNOPSI S
)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
(1) Description: The Federal Bureau of Prisons (BOP), wll
provided with M16 Rifles by the U S. Arny NMnltlons/Chen1cal
Command (AMCC), Rock Island, Illinois. Under the Agreenent, BOP
will utilize AMCC weapons shi pped from AMCC to Regi onal BOP
Logi stics sites to neet security requirenments of current and
future activations of BOP institutions.

(2) This Determ nation and Finding is based upon The Econony Act,
31 U S.C. S 1535.

(3) The particular circunstances, facts, and essential reasoning
whi ch necessitate this action are as foll ows;

(a) The costs associated with this Agreenent are nobst
efficient and econom cal to the Governnent since AMCC can provide
t he nunber of weapons required fromexisting stock to mnim ze
the critical tinmeframe for conpletion of the project.

(b) AMCC has the resources necessary to provide the above
referenced work.

(c) Weaponry supplied will allow BOP to provi de necessary
security to activating institutions within a critical tinmefrane.

(4) This action is determned to be justified under The Econony
Act, 31 U S.C § 1535.

(5) This Determ nation and Fi nding expires concurrent with
cul m nation of the Interagency Agreenent.

In accordance with the Federal Acquisition Regulation (FAR
17.502 and 17.503 the following finding is provided for
| nt er agency Agreenent:

Legal authority is provided by The Econony Act,
31 U S.C. § 1535.

This action does not conflict with any other agency's
authority or responsibility.

This acquisition does not involve the use of a commercial or
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industrial activily operated by € servicing agency.

| hereby determne this action is in the Governnent's interest to
do so.

Si gnat ur e:
Dat e
Nanme: _Chi ef,
Branch: _Procurenent and Property
Si gnat ur e:
Dat e

Nane: Assi stant Admi ni strator

Branch: _Correctional Services Branch
(Program Representative)
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PART 19
SMALL BUSI NESS PROGRAMS
TABLE OF CONTENTS
SUBPART 19. 7 - SUBCONTRACTI NG W TH SMALL BUSI NESS, SMALL
DI SADVANTAGED BUSI NESS, AND SMVALL WOVEN
OMNED BUSI NESS CONCERNS

19. 704 Subcontracting Pl an Requirenents
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PART 19 - SMALL BUSI NESS PROGRAMS

SUBPART 19.7 - SUBCONTRACTI NG W TH SMALL BUSI NESS, SMALL
DI SADVANTAGED BUSI NESS, AND SMVALL WOVEN
OMNED BUSI NESS CONCERNS

19. 704 - Subcontracting Plan Requirenments
(a) Subcontracting Report for Individual Contracts (SF-294)

Attachment 19-A of the Procurenent TRM shall be subnmtted as
specified in the BPAP.

(b) Sunmary Subcontract Report (SF-295) Attachnment 19-B of
the Procurenment TRM shall be submtted as specified in the BPAP.
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SUBCONTRACT REPCRT FCOR | NDI VI DUAL CONTRACTS OMB No.: 9000- 0006

(See instructions on reverse Expire: 04/30/2001

Public reporting burden for this collection of information is estinated to average 8 hours per response, including the time for review ng
instructions, searching existing data sources, gathering and naintaining the data needed, and conpleting and review ng the collection of
information. Send comments regarding this burden estinmate or any other aspect of this collection of information, including suggestions
for reducing this burden, to the FAR Secretariat (M/R), Federal Acquisition Policy D vision, GSA Washington, DC 20405.

1. CORPCRATI ON, COVPANY OR SUBDI VI SI ON COVERED 3. DATE SUBM TTED

a. COVPANY NAME

b. STREET ADDRESS 4. REPORTI NG PERI CD FROM | NCEPTI ON OF CONTRACT THRU:

___ MR 31 ___SEP 30 YEAR
c. ATY d. STATE e. ZIP CODE 5. TYPE OF REPORT
2. CONTRACTOR | DENTI FI CATI ON NUMBER ___ REGULAR __ FINAL ___ REVISED
6. ADM NI STERI NG ACTIVITY (Pl ease check applicabl e box)

ARMY ___GsA __ NASA
___ NAwy __ Dce ___ OTHER FEDERAL AGENCY (Specify)
___ AR FORCE ___ DEFENSE LOd STI CS AGENCY

7. REPORT SUBM TTED AS (Checked one and provide 8. AGENCY OR CONTRACTOR AWARDI NG CONTRACT

appropriate nunber)
PRI ME CONTRACTOR PRI ME CONTRACTOR NUMBER a. AGENCY' S OR CONTRACTOR S NAME
SUBCONTRACTOR
SUBCONTRACT NUMBER b. STREET ADDRESS

9. DOLLARS AND PERCENTAGES | N THE FOLLOW NG BLOCKS: c. ATY d. STATE e. ZI P CODE
__ DO INCLUDE I NDIRECT COSTS ___ DO NOT | NCLUDE | NDI RECT COST

SUBCONTRACT AWARDS

TYPE CURRENT GOAL ACTUAL CUMJLATI VE
WHOLE PERCENT WHOLE PERCENT
DOLLARS DOLLARS
10a. SMALL BUSI NESS CONCERNS (I nclude SDB, WOSB, HBCU M, HUBZone SB)
(Dol l'ar Anount and Percent of 10c.)
10b. LARGE BUSI NESS CONCERNS (Dol | ar Amount and Percent of 10c.) -
10c. TOTAL (Sum of 10a and 10b.) 100. 0% 100. 0%
11. SMVALL DI SADVANTAGED (SDB) CONCERNS (I nclude HBCU M)
(Dol l ar Amount and Percent of 10c.)
12.  WOVEN- OMNED SMVALL BUSI NESS (WOSB) CONCERNS
(Dol lar Anmount and Percent of 10c.)
13. H STORI CALLY BLACK COLLEGES AND UNI VERSI TI ES (HBCU) AND M NORI TY
INSTITUTIONS (M) (if applicable) (Dollar Amunt and Percent of 10c.)
14. HUBZONE SMALL BUSI NESS (HUBZone SB) CONCERNS (Dol | ar Amount and Per cent
of 10c.)
15. REMARKS
Re: 10a. Small Business Concerns (actual cunulative) - No. of Subcontracts
Re: 10c. Total (Sumof 10a and 10b.) (actual cumulative) - No. of Subcontracts
Re: 11. S/D B concerns (actual cumul ative) - Nunmber of Subcontracts
Re: 12. WQ S/B concerns (actual cumulative) - Nunber of Subcontracts
Re: 13. HBCU and Mnority Institution (actual cunulative) - No. of Subcontracts
Re: 14. HUBZone SB concerns (actual cunulative) - No. of Subcontracts
16a. NAVE OF | NDI VI DUAL ADM NI STERI NG SUBCONTRACTI NG PLAN 16b. TELEPHONE NUMBER
AREA CCDE NUMBER

AUTHORI ZED FOR LOCAL REPRODUCTI ON
Previous edition is not usable

STANDARD FORM 294 (REV. 12-98)

Prescribed by GSA-FAR (48 CFR) 63.219(a)
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GENERAL | NSTRUCTI ONS
1. This report is not required fromsmall businesses.
2. This report is not required for commercial itens for which a

commerci al plan has been approved, nor fromlarge businesses in the
Department of Defense (DOD) Test Program for Negotiation of

Conpr ehensi ve Subcontracting Plans. The Summary Subcontract Report
(SF 295) is required for contractors operating under one of these two
condi tions and should be subnitted to the Government in accordance
with the instructions on that form

3. This formcollects subcontract award data from prine
contractors/subcontractors that: (a) hold one or nore contracts over
$500, 000 (over $1,000,000 for construction of a public facility); and
(b) are required to report sub contracts awarded to Snall Business
(SB), Snall Disadvantaged Business (SDB), and Wnen- Oaned Snal |

Busi ness (W0SB) and HUBZone Smal | Busi ness (HUBZone SB) concerns under
a subcontracting plan. For the Departnent of Defense (DOD), the
Nat i onal Aeronautics and Space Adm nistration (NASA), and the Coast
Quard, this formalso collects subcontract award data for H storically
Bl ack Col | eges and Universities (HBCUs) and Mnority Institutions
(Ms).

4. This report is required for each contract containing a
subcontracting plan and nust be submitted to the adnministrative
contracting officer (ACO or contracting officer if no ACOis
assigned, sem -annually during contract performance for the periods
ended March 31st and Septenber 30th. A separate report is required
for each contract at contract conpletion. Reports are due 30 days
after the close of each reporting period unless otherw se directed by
the contracting officer. Reports are required when due, regardless of
whet her there has been any subcontracting activity since the inception
of the contract or since the previous report.

5. Only subcontracts involving performance within the U S., its
possessions, Puerto R co, and the Trust Territory of the Pacific
I'sl ands shoul d be included in this report.

6. Purchases froma corporation, conpany, or subdivision that is an
affiliate of the prine/subcontractor are not included in this report.

SPECI FI C | NSTRUCTI ONS

BLOCK 2: For the Contractor ldentification Nunber, enter the nine-
digit Data Universal Nunbering System (DUNS) nunber that that
identifies the specific contractor establishment. (The CEC consists
of eight digits followed by one letter. It is the responsibility of
the contracting activity to obtain the CEC for a conpany that does not
have one. The CECis to coincide with the address in Block 1.)

BLOCK 4: Check only one. Note that all subcontract award data
reported on this formrepresents activity since the inception of the
contract through the data indicated in this block.

BLOCK 5: Check whether this report is a "Regular,” "Final," and/ or
"Revised" report. A "Final" report should be checked only if the
contractor has conpleted the contract or subcontract reported in Bl ock
7. A "Revised" report is a change to a report previously submtted
for the sanme period.

BLOCK 6: Identify the department or agency administering the
majority of subcontracting plans.

BLOCK
7: Indicate whether the reporting contractor is submtting this
report as a prime contractor or subcontractor and the prime contract
or subcontract nunber.

BLOCK 8: Enter the name and address of the Federal department or
agency awardi ng the contract or the prine contractor awarding the
subcontract.

BLOCK 9: Check the appropriate block to indicate whether indirect
costs are included in the dollar anounts in blocks 10a through 14. To
ensure conparability between the goal and actual colums, the
contractor may include indirect costs in the actual colum only if the
subcontracting plan included indirect costs in the goal.

BLOCKS 10a through 14: Under "Current Coal ," enter the dollar and
percent goals in each category (SB, SDB, WOSB and HUBZone SB) fromthe
subcontracting plan approved for this contract. (If the original
goal s agreed upon at contract award have been revised as a result of
contract nodifications, enter the original goals in Block 15. The
anmounts entered in Blocks 10a through 14 should reflect the revised
goals.) Under "Actual Cumulative," enter actual subcontract

achi evenents (dollar and percent) fromthe inception of the contract
through the data of the report shown in Block 4. |In cases where
indirect costs are included, the anounts should include both direct
awards and an appropriate prorated portion of indirect awards.

BLOCK 10a: Report all subcontracts awarded to SBs including
subcontracts to SDBs and WOSBs and HUBZone SBs. For DOD, NASA, and
Coast Quard contracts, include subcontracting awards to HBCUs and Ms.

BLOCK 10b: Report all subcontracts awarded to |arge businesses (LBs)

BLOCK 10c: Report on this line total of all subcontracts awarded und
this contract (the sumof |ines 10a and 10b).

BLOCKS 11 through 14: Each of these items is a subcategory of Bl ock
10a. Note that in sonme cases the sane dollars may be reported in nor:
than one block (e.g, SDBs owned by womnen).

BLOCK 11: Report all subcontracts awarded to SDBs (i ncluding
worren- owned and HUBZone SB SDBs). For DOD, NASA, and Coast Cuard
contracts, include subcontract awards to HBCUs and M s.

BLOCK 12: Report all subcontracts awarded to Wonen- Owmned firns
(including SDBs and HUBZone Sbs owned by wonen).

BLOCK 13: (For contracts with DoD, NASA, and Coast Quard): Report all
subcontracts with HBCU M's. Conpl ete the col unmm under “Current Coal”
only when the subcontracting plan establishes a goal.

BLOCK 14: Report all subcontracts awarded to HUBZone SBs (i ncl uding
worren- owned and SDBs HUBZone SBs).

BLOCK 15: Enter a short narrative explanation if (a) SB,

SDB, WOSB, or HUBZone SB acconplishments fall bel ow that which would
expected using a straight-line projection of goals through the period
of contract performance; or (b) if this is a final report, any one of
the three goals was not net.

DEFI NI TI ONS
1. Commerci al

definition of commercial
Acqui si tion Regul ati on.

itenms neans products or service that satisfies the
itemin Section 2.101 of the Federal

2. Conmercial plan nmeans a subcontracting plan, including goals, that
covers the offeror’s fiscal year and that applies to the entire
production of commercial items sold by either the entire conpany or a

portion thereof (e.g., division, plant, or product l|ine).

3. Subcontract neans a contract, purchase order, anendnent,
or other legal obligation executed by the prine contractor/
subcontractor calling for supplies or services required for
the performance of the original contract or subcontract.

Awards are those are that identified with
or nore specific Covernment contract(s).

4. Direct Subcontract
the performance of one
5. Indirect costs are those which, because of incurrence for
or joint purposes, are not identified with specific
CGovernnent contracts; these awards are related to Gover nnent
contract perfornmance but renmain for allocation after direct
awar ds have been deternined and identified to specific Governnent
contracts.

commo

DI STRI BUTI ON OF TH S REPORT
For the Awardi ng Agency or Contractor:

The original copy of this report should be provided to the contractin
officer at the agency or contractor identified in

Block 8. For contracts with DOD, a copy should also be provided to t
Def ense Logi stics Agency (DLA) at the cognizant Defense Contract
Managenent Area Qperations (DCMAO) of fice.

For the Small Business Adninistration (SBA):

A copy of this report nust be provided to the cognizant Conmerci al
Mar ket Representative (CMR) at the tine of a conpliance review It i
NOT necessary to mail the SF 294 to SBA unless specifically requested
by the CVR

STANDARD FORM 294 (rev. 12-98) B
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SUMVARY SUBCONTRACT REPORT OVB No.: 9000- 0007

(See instructions on reverse Expire: 06/ 30/2000
Public reporting burden for this collection of information is estinated to average 13 hours per response, including the time for review ng
instructions, searching existing data sources, gathering and naintaining the data needed, and conpleting and revi ew nP the coll ection of
information. Send comments regarding this burden estinate or any other aspect of this collection of infornmation, including suggestions for
reducing this burden, to the FAR Secretariat (VRS), Ofice of Federal Acquisition Policy, GSA Wshington, DC 20405.
1. CORPORATI ON, COVPANY OR SUBDI VI SI ON COVERED 3. DATE SUBM TTED
a. COVPANY NAME
b. STREET ADDRESS 4. REPORTI NG PER OD

__ocra - ___Qocra - YEAR
MAR 31 SEP 30
c. ATY d. STATE e. ZI P CODE 5. TYPE OF REPORT
2. CONTRACTOR | DENTI FI CATI ON NUMBER __ REGULAR __ FINAL ___ REVISED
6. ADM NI STERI NG ACTIVITY (Pl ease check applicabl e box)

_ __ DEFENSE LOd STI CS AGENCY __ DcE .
— NAWY — NASA —_ OTHER FEDERAL AGENCY (Specify)
— AR FORCE — GSA
7. REPORT SUBM TTED AS (Checked one)

PRI ME CONTRACTCR ___ BOTH 8. TYPE OF PLAN

SUBCONTRACTOR ___ INDIVIDUAL ___ COMVERCIAL

REPCRT ATTRI BUTE TO TH S AGENCY.

IF PLAN IS A COWERCI AL PLAN, SPECIFY THE PERCENTAGE OF THE DO.LA@HI S

9. CONTRACTOR S MAJOR PRODUCTS OR SERVI CE LI NES

C

d

CUMULATI VE FI SCAL YEAR SUBCONTRACT AWARDS
(Report cumul ative figures for reporting period in Block 4)

TYPE WHOLE DOLLARS PERCENT
(To nearest tenth
of a %
10a. SNMALL BUSI NESS CONCERNS (I nclude SDB, WOSB, HBCU M, HUBZone SB)
(Dol l ar Amount and Percent of 10c.)
10b. LARGE BUSI NESS CONCERNS (Dol | ar Amount and Percent of 10c.)
10c. TOTAL (Sum of 10a and 10b.) 100. 0%
11. SNVALL DI SADVANTAGED (SDB) CONCERNS (I nclude HBCU M)
(Dol l ar Amount and Percent of 10c.)
12.  WOVEN- OMNED SMVALL BUSI NESS (WOSB) CONCERNS
(Dol l ar Amount and Percent of 10c.)
13. H STORI CALLY BLACK COLLEGES AND UNI VERSI TI ES (HBCU) AND M NORI TY
INSTITUTIONS (M) (if applicable) (Dollar Amount and Percent of 10c.)
14. HUBZONE SMALL BUSI NESS (HUBZone SB) CONCERNS (Dol I ar Anount and Percent of 10c.)
15. REMARKS .
Re: 10a. Small Business Concerns - No. of Subcontracts
Re: 10c. Total (Sumof 10a and 10b.) - No. of Subcontracts
Re: 11. S/ID B concerns - No. of Subcontracts
Re: 12. WQ S/B concerns - No. of Subcontracts
Re: 13. HBQU and M nority Institution - No. of “Subconiracts
Re: 14. HUBZone SB concerns - No. of Subcontracts
16. CONTRACTOR S OFFI G AL WHO ADM NI STERS SUBCONTRACTI NG PROGRAM
a. NAME b. TITLE c. TELEPHONE NUMBER
AREA CCDE NUMBER
17. CH EF EXECUTI VE OFFI CER
a. NAME c. SIGNATURE
b. TITLE d. DATE
AUTHORI ZED FOR LOCAL REPRCDUCTI ON . STANDARD FORM 295 &REV 10- 95
Previous edition is not usable Prescribed by GSA-FAR (48 CFR) 53.219(a

(This formmay be replicated via W)
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GENERAL | NSTRUCTI ONS

1. This report is not required fromsnall businesses.

2. This formcollects subcontract award data from prine
contractors/subcontractors that: (a) hold one or nore contracts over
$500, 000 (over $1,000,000 for construction of a public facility); and
(b) are required to report subcontracts awarded to Smal | Busi ness
SB), Small D sadvant aged Busi ness (SDB), Wnan-Owmed Smal | Busi ness
WOSB), and HUBZone Snal | busi ness (HUBZone SB) concerns under a
subcontracting plan. For the Department of Defense (DOD), the
Nat i onal Aeronautics and Space Adm nistration (NASA), and the Coast
Quard, this formalso collects subcontract award data for

H storically Black Colleges and Universities (HBCUs) and Mnority
Institutions (Ms).

3. This reﬁort must be submitted semi -annually (for the six nonths
ended March 31st and the twel ve nonths ended Septenber 30th) for
contracts with civilian agencies, except for contracts covered by an
approved Conmercial Products Plan (see special instructions in right-
hand colum). Reports are due 30 days after the close of each
reporting period.

4. This report nmay be subnitted on a corporate, conpany, or

subdi vision (e.g., plant or division operati n% on a separate profit
center) basis, unless otherwi se directed by the agency awarding the
contract.

5. If a prime contractor/subcontractor is performng work for nore
than one Federal a encK, a separate report shall be submtted to each
a?ency covering only that agency's contracts, provided at |east one
of that agency's contracts is over $500,000 (over $1,000, 000 for
construction of a public facility) and contains a subcontracting
plan. (Note that DOD is considered to be a single agency; see next
Instruction.)

6. For DOD, a consolidated report should be subnmitted for all
contracts awarded by nilitary departments/agenci es and/ or awarded by
DOD prine contractors. However, DOD contractors involved in
construction and rel ated mai ntenance and repair nust subnit a
separate report for each DOD conponent.

7. Only subcontracts involving performance within the U S, i
possessions, Puerto R co, and the Trust Territory of the Pacif
I'sl ands shoul d be included in this report.

ts
1C

8. Purchases froma corporation, conpany, or subdivision that is an
affiliate of the prine/subcontractor are not included in this report.

9. Subcontract award data reported on this formby prine
contractors/subcontractors shall be limted to awards nmade to their
i medi ate subcontractors. Credit cannot be taken for awards nade to
| ower tier subcontractors.

10. See speci al
Pl ans.

SPECI FI C | NSTRUCTI ONS

BLOCK 2: For the Contractor ldentification Nunber, enter the nine-
digit Date Universal Nunbering System (DUNS) nunber that identifies
the specific contractor establishnent. If there are no DUNS nunber
avai l able that identifies the exact name and address entered in Bl ock
1. contact Dun and Bradstreet Information Services at 1-800-333-0505
to get one free of charge over the tel ephone. Be prepared to provide
the followi ng information: (1) Conpany nane:; (2) Conpany address;
(3) Conpany tel ephone nunber; (4) Line of business; (5) Chief
executive of ficer/key nmanager; (6) Date the conpany was started; (7)
NfJbe)_r of peopl e enployed by the conpany; and (8) Company
affiliation.

instructions in right-hand colum for Commerci al

BLOCK 4: Check only one. Note that March 31 represents the six
nonths from Cctober” 1st and that Septenmber 30'" represents the twel ve

nmonths form Cctober 1st. Enter the year of the reporting period.
BLOCK 5: Check whether this report is a "Regular,” "Final,"
and/ or "Revised" report. A "Final" report should be checked only if

the contractor has conpleted all the contracts contai ning .
subcontracting plans awarded by the agency to which it is reporting.

A "Revised" report is a change to a report previously submtted for
the sane period.
BLOCK 6: Identify the department or agency administering the

majority of subcontracting plans.

BLOCK 7: This report enconpasses all contracts with the agencK to
which it is submtted, including subcontracts received from other

| arge busi nesses that have contracts with the sane agency. Indicate
in this block whether the contractor is a prime contractor,
subcontractor, or both (check only one.)

BLOCK 8: Check only one. Check "Commercial Products Plan" only if
this report is under an approved Conmercial Plan. For a Conmercial
Products Plan, the contractor nust specify the percentage of dollars
in Blocks 10a through 14 due 30 days after the close of each
reporting period attributable to the agency to which this report is
bei ng subm tted.

BLOCK 9: ldentify the major products or service lines of the
reporting organization.

BLOCKS 10a through 14: These entries should include all subcontract
awards resulting fromcontracts or subcontracts, regardl ess of dollar
anmount, received fromthe agency to which this report is submtted.
If reporting as a subcontractors, report all subcontracts awarded
under prime contracts. Anpunts should include both direct awards and
an facility) and an appropriate prorated portion of indirect awards.

§The indirect portion is based on the percentage of work being perform
or the organization to which the report is being submtted in relatiol
to other work being performed by the prine contractor/subcontractor.)
Do not include awards made in support of commercial business unless
"Commercial” is checked in Block 8 (see Special Instructions for
Commerci al products Plans in right hand col um).

Report only those dollars subcontracted this fiscal year for the periot
indicated in Block 4.

BLOCK 10a: Report all subcontracts awarded to SBs including
subcontracts to SDBs and WOSBs, and HUBZone SBs. For DOD, NASA, and
Coast Quard contracts, include subcontracting awards to HBCUs and Ms.

BLOCK 10b: Report all subcontracts awarded to |arge busi nesses (Lbs).
BLOCK 10c: Report on this line the grand total of all subcontracts (tl
sum of lines 10a and 10b).

BLOCKS 11 and 14: Each of these itens is a subcategory of 10a. Note
that in sone cases the same dollars may be reported in nore than one
bl ock (e.g., SDBs owned by woman); |ikeise subcontracts to HBCUs or M:
shoul d be reported on both Block 11 and 13.

BLOCK 11: Report all subcontracts awarded to SDBs (including
worren- owned and HUBZone SB SDBs). For DOD, NASA, and Coast Cuard
contracts, include subcontractors awards to HBCUs and M s.

BLOCK 12: Report all subcontracts awarded to Wnen- Omed Snal |
firms (including SDBs and HUBZone Sbe owned by wonen).

(For contracts with DOD, NASA, and Coast Quard):
subcontracts with HBCUs/ M s.

Busi nes!

BLOCK 13: Enter the

dol I ar value of all

BLOCK 14: Report all subcontractors awarded to HUBZone Sbs (i ncl uding
worren- owned and SDB HUBZone Sbs).

SPECI AL | NSTRUCTI ONS FOR COMMVERCI AL PRODUCTS PLANS

1. This report is due on Cctober 30th each year for the previous fisci
year ended Septenber 30th.

2.  The annual
aﬁproved conpan?/—w de annual
shal | include all subcontracting activit
plans in effect during the year and shal
the required reports for other-than-commerci al

report submtted by reporting organization that have an
i subcontracting plan for commercial itens
i under conmercial products
be subnitted in addition to
products, if any.

3. Enter in Blocks 10a through 14 the total of all subcontract awards
under the contractor's Conmmercial Plan. Show in Block 8 the percentags
of this total that is attributable to the agency to which this report i
bei ng submtted. This report nust be submitted to each agency from
whi ch contracts for comercial itens covered by an approved Commerci al
Products were received.

DEFI NI TI ONS

1. Commercial itemneans a product or service that satisfies the
definition of commercial itemin Section 2.101 of the Federal
Acqui sition Regul ation.

2. Conmercial plan nmeans a subcontracting plan, including goals, that
covers the offer’s fiscal year and that applies to the entire producti:
of commercial itenms sold by either the entire conpany or a portion
thereof (e.g., division, plan, or product line).

3. Subcontract neans a contract, purchase order, anendment,

or other legal obligation executed by the prine contractor/subcontract
calling for supplies or services required for

the performance of the original contract or subcontract

Direct Subcontract Awards are those that are identified with the
performance of one or nore specific Governnent contract(s).

5. Indirect Subcontract Awards are those which, because of
incurrence for common or joint purposes, are not with specific
CGovernnent contracts; these awards are related to Governnent contract
performance but remain for allocation after direct awards have been
determ ned and identified to specific Governnent contracts.

SUBM TTAL ADDRESSES FOR ORI G NAL REPORT

For DOD Contractors, send reports to the cognizant admnistration offi
as stated in the contract.

For QG vilian Agency Contractors,
1. NASA

send reports to awardi ng agency:

Forward reports to NASA, O fice of Procurenent
(HO, Washington, DC 20546.

2. OTHER FEDERAL DEPARTMENTS OR AGENCIES: Forward report to
the OSDBU Director unless otherw se provided for in
instructions by the Departnent of Agency.

FOR ALL CONTRACTCRS:

SMALL BUSI NESS ADM NI STRATION (SBA): Send "info copy" to the
cogni zant Commerci al Market Representative (CWMR) at the

address provided by SBA. Call SBA Headquarters in

Washi ngton, DC at (202) 205-6475 for correct address if unknown.
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PART 32 - Contract Financing
Subpart 32.102 - Description of Contract Financing Methods

32.102-70 - Paynments Under Construction Contracts

When paynent request (pencil draft) is received fromthe
Contractor, the Contracting Oficer nust break-out and subt ot al
various areas by building or division. The Contracting Oficer
shall note who the reviewers were (Construction Managenent Firm
El ectrical, Mechanical, etc.). Wen final paynent request is
submtted, the Contracting Oficer nust review the draft paynent
to ensure any changes were incorporated into the final paynent.

The Contracting Oficer nmust maintain the pencil draft of each
pay application fromthe Contractor to include a nenorandumto
the file that it has been reviewed for accuracy, corrections and
reconcile with the final paynent.

Note: Final paynent shall be approved in accordance with the
Facilities Operations Manual . *
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Part 36 - Construction and Architect-Engineer Contracts
Subpart 36.5 Contract C auses
36. 515 - Schedul es for Construction Contracts

The Contracting Oficer nmust ensure and docunent the file that a
realistic period of performance is incorporated in solicitations
for construction contracts. |In support of the Contracting
Oficer’'s determnation, the Cost Center Manager nust provide the
Contracting O ficer with adequate supporting docunentation. The
Cost Center Manager may utilize sources such as AAE or CMF to
assist in evaluating the contract performance peri od.
Docunentation to reflect recomendati ons for changes and/or

ext ensi ons and acceptance (rejection) of those recommendati ons
shoul d al so be included in the pre-award file. *
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PART 37 - SERVI CE CONTRACTI NG

SUBPART 37. - SERVI CE CONTRACTS - GENERAL

37.102 - POLI CY

As specified in the BPAP, Cost Center Managers wll provide a
written evaluation of the services provided and the performance

of the Contractor utilizing Attachnent 37-A of the Procurenent
TRM
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GA444444444 404488484444 48484 484848484484 488 4888440440484 484 4848448444448 484 48444484484 44444484444 44444 4444444
444444444444444447

5 Contractor Interim Final Performance Report
5
5 [ ] Base Year [ ] Option Year 1 [ ] Option Year 2 [ ] Option Year 3
5
5 [ 1] Option Year 4 - Period of Report: From To
5
5
5
5
5
144444444484844444844444848444484844484848444848448484484484844448484448484484444484444] 44444848444448444448444448484444848444448444444444444
44444444444444444<
5 1. Contractor Nanme & * 2. Contract Number:
I -
5 Addr ess: * 3. Contract Value (Base Plus Options):
5
5 (Identify Division) *
I -
5 * 4. Contract Award Date:
5
5 * 5. Contract Conpletion Date:
5
5 *
5

4444484480888 884 8488884848404 40 4844848404844 8448440484484 44444484 4NAAA4 4848448440484 484 444444484444 44444 44444444
44444444444444444<

5 5. Type of Contract: (Check all that apply) -- [ J]FFP [ ]FPl [ ]FP-EPA
5

5 [ 1DO/DQ[ JIDIQ[ ] IDDQ[ ] Requirenents [ ]SBSA [ ]8(a) [ ]Sealed Bid
5

5 [ 1Negotiated [ ] Conpetitive [ ]Non-Conpetitive
5

4444484480888 884 848888484804 88 4844848484888 884 484848484484 404 8484844848404 88 48440440484 404444444484 444 4444444444444
44444444444444444<

5 6. Description of Requiremnent:
5

5
5

5
5

4444484808488 884 848488484884 88 484484840888 884 484848484484 404 48484 884840484484 404 4048440444444 448444444444 44444444
44444444444444444<

5 7. Ratings. Summarize contractor performance and circle in the colum on the right
5

5 the nunber which corresponds to the performance rating for each rating category.
5

5 Pl ease see page three for explanation of rating scale.
5

4444848088888 8488884848404 80 484484840484 4484 44| AA44444844444844848 884404488484 404 4048444444444 444 4444]| 44444444444
44444444444444444<

5 Quality of Goods/ Services * Comment s *
Unsatisfactory = 0 5
5 * * Poor
=1 5
5 * * Fair
=2 5
5 * *  Good
=3 5
5 * * Excel |l ent
=4 5
5 * *  Plus
= + 5
K313231313133313131333333131333131333131313131333133331313131313131313131313131313131313131313131313131313131)13X1))11)1))))
22))331))3))))))OM
5 Tineliness of * Comrent s *
Unsatisfactory = 0 5
5 Deliveries/Performance * *  Poor
=1 5
5 * * Fair

=2 5
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5 * * Good
=3 5
5 * * Excel | ent
=4 5
5 * * Plus
= + 5
K3313333313313313133133133133331331331311331333331331133133133313311331331333133113313313331331133133133313313)13113)1)))
2313313313))))I)OM
5 Busi ness Rel ations * Conment s *
Unsatisfactory = 0 5
5 * * Poor
=1 5
5 * * Fair
=2 5
5 * * Good
=3 5
5 * * Excel | ent
=4 5
5 * * Plus
= + 5
K3313313313333313133133133131331331331311331333331331133133133313311331331333133113313313311331133133133313313)13113)1)))
2323313313))3)))OM
5 Custoner * Comment s *
Unsatisfactory = 0 5
5 Satisfaction (End Users) * *  Poor
=1 5
5 (Contract Admi nistration * * Fair
=2 5
5 Tean) * *  Cood
=3 5
5 * * Excel | ent
=4 5
5 * * Plus
= + 5
144444444448444448444448484444848444848484448448444844844N4448444484844444848444484844448484444484444484448448484444444444N44444444444
44444444444444444<
5
5
5 Mean Score (Add the ratings above and divide by nunber of areas rated)
5

Q4444444444 840488 484484840484 484 8484488484484 80 884404844484 4844048448484 80 484 4444048448444 4448444444444 4444444
444444444444444448
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8. Contractor Key Personnel

Proj ect Manager Nane Enmpl oynent Dat es
Title
Conment s/ Rat i ng
Narre Enmpl oynent Dat es
Title
Conment s/ Rat i ng
9. Wuld you select this firmagain? Please explain.
10. Contracting Oficer's Si gnature
Techni cal Representative Nane
Phone/ Fax/ | nt ernet Address Dat e
11. Contractor's Review. Were comments, rebuttals, or additional information
provi ded? [ 1 No [ ] Yes. Please attach conments.
12. Contractor Nane Si gnature
Phone/ Fax/ | nt ernet Address Dat e
13. Agency Review. Were contractor comrents reviewed at a | evel above the contracting officer? [ ]No |

]Yes. Please attach comrent s.

Number of pages

14. Final Ratings.

block 7 rating, if appropri ate.

Re- assess the Block 7 ratings based on contractor coments and agency review.

Revi se

Ti el i ness of
Del i veries/
Per f or mance

Quality

Busi ness Custoner Satisfaction
Rel ati onshi p CA
Team End User

Mean Score (add the rating above and divide by nunber

of areas rated)

15. Contracting O ficer Nane

Si gnature

Phone/ Fax/ I nt ernet Address

Dat e
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GA444444444404484484 4844848448488 8848448440884 4844448448440 88 48440444484 8A4 4448448440444 484 44444444 4444444
444444444444444447

5 Contractor Progress Report
5
5 [ 1] Wth Each Pay Application : From To
5
5 [ 1] Mnthly - Period of Report: From To
5
5 [ 1] Quarterly - Period of Report: From To
5
5
5
14444444448484444484444484844448484448484844484484844844848444484844444844444844484] 444448484444844844444844444848444448444448444444444444
44444444444444444<
5 1. Contractor Nanme & * 2. Contract Number:
5
5 Addr ess: * 3. Contract Value (Base Plus Options):
5
5 (Identify Division) *
5
5 * 4. Contract Award Date:
I -
5 * 5. Contract Conpletion Date:
5
5 *
5

4444484480888 8848484888484 8484 8048448484048 84 48444440484 484 44444484 4NAAA4 4448444440484 484444444484 444 4444444444444
44444444444444444<

5 5. Type of Contract: (Check all that apply) -- [ JFFP [ ]JFPI [ JFP-EPA [ ] DD/ DQ
5

5 [ 1'DIQ[ ] IDDQ[ ] Requirements [ ]SBA [ ]18(a) [ ]Sealed Bid
5

5 [ I1Negotiated [ ] Conpetitive [ ]Non-Conpetitive
5

4444484808848 8848 8488884848848 8 8484484840888 884 484840884484 404 88484 4044048848440 40 484 40440444484 44444444 44444444
44444444444444444<

5 6. Description of Requirement:
5

5
5

5
5

4444484480888 884848488484 88488 8844848404888 884 4844048448440 88484 48440484484 40440484 484444444484 444 4444444444444
44444444444444444<

5 7. Ratings. Summarize contractor performance and circle in the colum on the right
5

5 the nunber which corresponds to the performance rating for each rating category.
5

4444848088888 8488884848404 80 484484840484 4484 44| AA44444844444844848 884404488484 404 4048444444444 444 4444]| 44444444444
44444444444444444<

5 Quality of Goods/ Services * Comment s *
Unsatisfactory = 0 5
5 * * Poor
=1 5
5 * * Fair
=2 5
5 * *  Good
=3 5
5 * * Excel |l ent
=4 5
5 * *  Plus
= + 5
K313231313133313131333133333333131333331333131333133331313131313131313131313131313131313131313131113131113131)13X1))11)1))))
22))331))3))))))OM
5 Tineliness of * Comrent s *
Unsatisfactory = 0 5
5 Deliveries/Performance * *  Poor
=1 5
5 * * Fair
=2 5

5 * * Cood
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=3 5
5 * * Excel | ent
=4 5
5 * * Plus
= + 5
K33133133333333131331333333333313333313333313333313313313333313311331331333133113313313331331133133133313313113113)1)))
2323313313))I))))OM
5 Busi ness Rel ations * Conment s *
Unsatisfactory = 0 5
5 * *  Poor
=1 5
5 * * Fair
=2 5
5 * * Good
=3 5
5 * * Excel | ent
=4 5
5 * * Plus
= + 5
K33133133333133331331333331313313333313313313333313313313333313311331331333133113313313331331133133133313313113113)1)))
2323313313))3)))OM
5 Custoner * Comment s *
Unsatisfactory = 0 5
5 Satisfaction (End Users) * *  Poor
=1 5
5 (Contract Administration * * Fair
=2 5
5 Tean) * * Cood
=3 5
5 * * Excel | ent
=4 5
5 * * Plus
= + 5
144444444448444448444844848444484844448484448448444844844N44444448484448448484444848444484844448448444448444448484444444444N44444444444
44444444444444444<
5
5
5 Mean Score (Add the ratings above and divide by nunber of areas rated)
5
1444444444484444484448448484444848444848484448484484844844848444484844448484444484444] 444448484444484444484448448484444848444448444444444444
44444444444444444<
5 *
5
5 8. COTR Narne * Signature
5
144444444484844444844484484844448484444848444844848448448484444848444848484444484444P4444448444448444448444448484444848444448444444444444
44444444444444444<
5 *
5
5 Phone * Date
5
1444444444848444448444448484444848444484844484484844844848444484844484844844444848444P4A4444484444484444484448448484444848444448444444444444
44444444444444444<
5 *
5
5 09. Contracting O ficer Nane * Signature
5
1444444444848444448444448484444848444484844484484844844848448448484448484844444848444P4A444448444448444448444448484444848444448444444444444
44444444444444444<
5 *
5
5 Phone * Date
5

Q4444444484 844480 4484484840484 484 848484484484 84 48440444484 444444 4ANAA 444444484444 44484 444444444484 444 444444444444
444444444444444448
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PART 39 - ACQUI SI TI ON OF | NFORVATI ON TECHNOLOGY

SUBPART 39.0 - ACQUI SI TI ON OF | NFORVATI ON TECHNOLOGY RESOURCES
39.002-70 - Delegations of Procurenent Authority

As specified in BPAP 39.002-70(b) under Information Technol ogy
Resources Acquisition Procedures, a Requirenments Analysis

(Attachnment 39-A) is required for Information Technol ogy Resource
actions of $25,000 or nore. *
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REQUI REMENTS ANALYSI S *

| nf ormati on Needs

I nformati on needs shall be determ ned by considering:

(a) Need to provide information to and obtain information from
t he public and ot her agenci es.

(b) Available sources of information.

(c) Information format, nedia, quantity, integrity, security
and tineliness requirenents.

(d) Essential records and information required to support
current and future program and m ssion needs.

(e) Agency records retention and disposition requirenents and
the need to assure archival acceptability of permanent or |ong-
termrecords.

(f) The integration of electronic records with other agency
records.

(g) Existing or planned intra or interagency inter-operability
requirenents.

System Life

A systemlife shall be established as part of the requirenents
anal ysi s.

Description of Requirenents

(a) Base requirenments on m ssion needs expressed in the form
of opportunities for increased econony and efficiency, new or
changed programrequirenents, or deficiencies in existing
capabilities.

(b) Describe requirenents in terns of functions to be
performed and performance to be achieved, unless a nore
restrictive statenment of requirenments is necessary to satisfy the
needs of the agency.

(c) Describe requirenments in a manner that will attain ful
and open conpetition unless other than full and open conpetition
is justified in accordance with FAR Part 6. 3. *
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(d) Docunent in the requirenents analysis the qualitative
requi renents that nmust be nmet and why those requirenents are
necessary to neet the m ssion needs.

(e) Consider aggregating requirenents on organi zational or
functi onal bases and conducting a requirenents analysis on the
basis of the aggregated requirenents.

Conpatibility-limted Requirenents

(a) Establish conmpatibility-limted requirenents only to the
extent necessary to satisfy the needs of the agency.

(b) Justify conpatibility-limted requirenents on the basis of
at | east one of the foll ow ng:

(1) There are technical or operational requirenents for
conpatibility when adding resources to, or replacing a portion
of, an installed basis of resources, and it is determ ned that
repl aci ng additional portions of the installed base to avoid
conpatibility-limted requirenents i s not advantageous to the
Gover nnent .

(2) It is determned that the risk and inpact of a
conversion failure on critical m ssion needs woul d be so great
t hat acquiring non-conpatible resources is not a feasible
al ternative.

Justification for Specific Make and Mbdel

Justify a requirenent that can only be net by specific nmake and
nodel resources in accordance wth FAR 6.302-1 and 11.104. *

Security Requirenents

(a) Ildentify security and privacy requirenents.

(b) Identify security requirenments necessary to protect
classified and sensitive information by listing the potenti al
threats and hazards, and describing the neasures needed to
provi de protection.

(c) ldentify physical and environnental security safeguards.

Accessibility Requirements for Individuals with Disabilities

(a) Provide equivalent access to electronic office equi pnent
for individuals with disabilities to the extent both present and
future needs for such access are determ ned.
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(b) Provide tel ecomunications access to hearing and speech-
inpaired individuals to the extent both present and future needs
for such access are identified. Teleconmmunications access for
heari ng and speech inpaired individuals need to include
education and training on the services and features of the GSA
rel ay service.

(c) Consider the guidance contained in FAR 39.101 on the
subj ect of accessibility requirenents for individuals with
disabilities. *

Space and Environnental Requirenents

Consi der space and environnental factors (e.g., cabling,
electrical, air conditioning, etc.).

Wr kl oad and Rel at ed Requirenents

At a mninmum docunent the follow ng factors, as applicable:

(a) Projected processing, storage, data entry, commrunications,
and support services workl oad requirenents over the systemlife
and how best to address workl oad uncertainties.

(b) Expandability requirenents.

(c) A performance evaluation of currently installed resources.

(d) Contingency requirenments for resources whose | oss or
failure woul d prevent performance of m ssion or have an adverse
effect on the nation.

(e) Oher requirenents that nmust be net or constraints that
must be consi der ed.

Recor ds Managenent Requirenents

I ncl ude records managenent factors.



