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INTRODUCTION 

This guide is prepared to assist you in preparing the documentation needed so we can procure 
your requirement in a reasonable amount of time that supports your mission. Its purpose is to 
provide you with the details involved in the contracting process that will aid you in planning, 
preparing and processing your requirements. 

The goal of JUSMAGTHAI Contracting Office is to support you in organizing, planning, and 
executing the acquisition and administration of supply, service, and construction contracts. Our 
ultimate goal is to deliver the best contract solution to you in a timely manner. 

We hope that you will use this guide when initiating your requirements, since this will assist us 
in improving and expediting our service to you. As a customer, one of your key responsibilities 
is the timely and proper planning of your requirements. It is important to think about what your 
organization or office will need to execute your mission, and to communicate with the 
Contracting Office early in the process. By working together we can eliminate many of the 
upfront problems and get your requirements to you when you need them. 

If you cannot find the contracting information that you need in this guide, please contact 
JUSMAGTHAI Contracting Office for assistance at +66 2-287-1036, Ext 142 or 147. Thanks 
for letting us help support your procurement. 

WAYNE TURNBULL, COL, USA 
Chief, JUSMAGTHAI 

-



CONTRACTING BASICS 

Contract means a mutually binding legal relationship obligating the seller to furnish the 
supplies, services or construction and the buyer to pay for them. 

Contracting officer (CO) is a person with the authority to enter into, administer, terminate 
contracts, and make related determinations and findings. Contracting officers may bind the 
Government only to the extent of the authority delegated to them. 

No contract shall be entered into unless the contracting officer ensures that all requirements of 
law, executive orders, regulations, and all other applicable procedures, including clearances and 
approvals, have been met. 

ACQUISITION PLANNING 

Effective purchasing takes time, depending on the complexity and estimated dollar value of each 
requirement. Customers are responsible for ensuring each requirement is submitted with 
adequate lead-time. Emergency buys should be kept to an absolute minimum because when 
contracting has to cut into the lead-time, acquisition processes suffers, which in turn negatively 
impacts the final deliverables the Government receives. The need to spend funds by a certain 
date does not authorize emergency contracting actions. With constrained budgets it is more 
important than ever to start your acquisitions early. This allows for us to develop the best 
possible strategy to save you the most amount of money and obtain the best value for the 
Government. 

Micro-Purchases (varying thresholds) 
The micro-purchase threshold is $5,000.00. Micro-purchases require competition only if prices 
are not considered reasonable. With few exceptions, micro-purchases will be made using the 
Government-wide commercial purchase card (GPC). 

Purchases Over Micro-Purchase Threshold 
A purchase over the micro-purchase threshold generally requires the solicitation of three or more 
price quotations. The quotes are then evaluated and award is made to the offeror whose quote is 
in the best interest of the Government. These purchases also take significantly longer time due 
to administrative lead-times and reviews. 

PURCHASE REQUEST (PR) PROCESS 

This section will guide you through the purchase request, while highlighting the information that 
must be completed and/or provided with the funding document as part of your requirements 
package. The PR package (and all supporting documents) describes your requirement. We can 
only buy what you identify in writing. Properly completing the PR will ensure timely processing 
of your requirement 
Contracting Officers don't generate contract requirements-customers determine their 
requirements. You, the customer, own the requirements. The CO is not a technical expert. 



Productive teamwork and effective communication are the keys to ensuring acquisition success. 
Communicate with your CO frequently to ensures/he understands your business to the extent 
needed to contractually satisfy mission requirements and that you understand the acquisition 
process to get your requirement on contract. This will create a single mission focus. It's hard 
work, so the earlier you start the better for the team. 

The basic and most important document required by the Contracting office is a purchase request 
(NAVCOMPT Form 2276). Without a properly prepared and approved purchase request, it is 
impossible to make an authorized purchase. The JUSMAGTHAI Chief or his/her designee must 
approve all purchase requests, and have funds certified through the Director of Resource 
Management. Other requirements include Statement Of Work, Performance Work Statement 
and product descriptions. All documents are detailed in the below sections. 

Market Research 
Market research is the first step in any acquisition and it is a statutory requirement. It is 
conducted appropriate to the customers, to determine whether a match exists between the sources 
for commercial items and an organization/office's requirements. The extent of the market 
research will vary depending on urgency, estimated dollar value, complexity, and past 
experience. 

Preparation and Submission of Purchase Requests 
Requests for services, supply items and construction projects are processed through the use of a 
NAVCOMPT Form 2276 (see appendix A on page 15). You need to ensure proper coordination 
is obtained prior to submission to the Contracting office along with providing adequate purchase 
descriptions and any other required documentation. 

The Supply office is your first stop in processing a purchase request; however, there are 
not there to complete your purchase request form and supporting documentation. Supply 
office will determine if your requirement can be purchased by their personnel or if it is 
forwarded to the Contracting office for further actions (see appendix B on page 16 for 
details). 

Approval Authority 
Chief, JUSMAGTHAI is the ultimate approval authority for all purchase requests. The Chief 
may delegate this authority to the Deputy Chief. 

Purchase Request Descriptions, Performance Work Statement and Statement 
Of Work 
This is the most important acquisition aspect for the customer. Investing the time to provide an 
adequate purchase description can ensure that we fulfill your needs in a timely manner. You, as 
the purchase requester may be asked to develop a statement of work or specification for a 
contract. The following information is presented to assist you in developing an appropriate 
description of your requirement. 

Product Descriptions 
Product descriptions serve two purposes. They allow the CO to determine what to buy and 
where, and allows the vendors to quote properly and deliver the correct item. Adequate item 



descriptions ensure you get what you need at the best value possible. Item descriptions, 
specifications, and technical requirements should always be clear and concise. Describe your 
requirement in sufficient detail to leave no room for doubt. Ambiguous descriptions delay 
contracting action and can lead to the purchase of the wrong product or service. Correcting 
discrepancies is time consuming and expensive, it wastes your and Contracting office ' s valuable 
time. 

Requirement descriptions set forth the essential physical and functional characteristics of the 
supplies services or construction required. The minimum requirements of the Government 
should be expressed in the purchase request description. However, do not confuse minimum 
requirements with minimum descriptive data. Include as much information as possible to 
describe exactly what you need. The principal features of a purchase description may be 
determined by answering such questions as: 

What is it? 
What is it made of (paper, wood, plastic, etc.)? 
What are its principal descriptive characteristics (size, color, shape, etc.)? 
What does it do? 

Preparing a Product Description 
A generic product description is written in simple language, such as you would use in your own 
private purchases. Brand names are prohibited without separate written justification. A generic 
description is the most desired, in that it clearly identifies what is required, yet provides for the 
maximum competition among available sources. The purchase description should clearly 
describe the essential physical and functional characteristics of the item required. It should 
include as many of the following characteristics as necessary to express the minimum 
requirements of the Government: 

Kind of material 
Electrical data, if any 
Dimensions 
Restrictive or significant environmental conditions 
If part of an assembly, the location within the assembly 
Essential operating conditions 
Special features, if any 
Operation to be performed 
Equipment with which the item is to be used 

If, however, you cannot write an adequate purchase description, a less desirable alternative exists 
by identifying a specific product followed by the words "brand name or equal." 

Overly Restrictive Characteristics 
A description that is too restrictive can be just as undesirable as the opposite extreme. Whenever 
possible, a description should allow tolerance. For example, if an item is required to be painted, 
the color should allow for variances unless only one color is acceptable. Likewise, tolerances 
should be allowed with other characteristics such as weight, size, etc. 



Inadequate Specifications/Descriptions 
Inadequate descriptions are normally returned to the originator for clarification. Purchase 
requests containing inadequate specifications or descriptions cause misunderstandings between 
the Government and the contractor. These misunderstandings frequently lead to either inferior 
products or unnecessarily high prices or both. The challenge is to determine the minimum needs 
of the Government and then write an item description that contains only those salient physical, 
functional, and other characteristics that are essential to meet those needs. Restrictive 
descriptions can sometimes lead to protests on the part of the contractors and further complicate 
and delay the acquisition of the supplies, services or construction projects. One common 
problem is abbreviations--keep them to a minimum and only use them when they are universally 
understood and are not otherwise confusing. Careful screening of purchase request item 
description by approving authorities will preclude delays in procurement action. 

Performance Work Statement (PWS) 
A PWS is a statement of work for performance-based acquisitions that describes the required 
results in clear, specific and objective terms with measurable outcomes. The PWS should state 
requirements in general terms of what (result) is to be done, rather than how (method) it is done. 
The PWS gives the contractor maximum flexibility to devise the best method to accomplish the 
required result. The PWS must be written to ensure that all offerors compete equally. The U.S. 
Government must remove any features that could restrict a potential offeror. However, the PWS 
must also be descriptive and specific enough to protect the interests of the U.S. Government and 
to promote competition. The clarity and explicitness of the requirements in the PWS will 
invariably enhance the quality of the quotes/proposals submitted. A definitive PWS is likely to 
produce definitive quotes/proposals, thus reducing the time needed for quotes/proposals 
evaluation. 

When a contract is awarded, the PWS is legally binding upon the contractor and the U.S. 
Government. It provides an objective measure so that both the U.S. Government and the 
contractor will know when increments of work are completed and payments are justified. 

The person best qualified to write the PWS is one who has the necessary technical knowledge 
and experience in the subject matter. They should be written as simply as possible, while stating 
the requirements clearly and unambiguously. Use the word "shall" rather than "will" when 
specifying what the contractor must do. Avoid words such as "any", "either" and "and/or". Be 
consistent in terminology especially when referring to technical terms. As a general guideline, 
the following areas, if applicable, should be included in the PWS: 

(1) General Information - Includes a description of the scope or work, personnel 
requirements (uniforms, special licensing, etc.), quality control, quality assurance, 
physical security, hours of operations, conservation of utilities, record keeping, etc. 

(2) Definitions - Includes technical or unique terms. 

(3) Government-Furnished Property and Services - A listing of Government-furnished 
property and/or services should be included if furnished for the contractor' s use in the 
performance of the contract. 



(4) Contractor Furnished Items - Specific items required in contract performance. 

( 5) Requirements - A detailed description of what the contractor is required to perform 

(6) Attachments - Includes drawings or maps. 

Statement Of Work (SOW) 
A SOW is the portion of a contract which establishes and defines all work/performance 
requirements for contractor's efforts either directly or with the use of specific cited documents. 
The SOW should specify in clear, understandable terms the work to be done in developing or 
producing the goods to be delivered, services to be performed or construction projects to be 
completed by a contractor. As a general guideline, the following areas, if applicable, should be 
included in the SOW: 

(1) Scope - This section includes a brief statement of what the SOW should cover. The 
scope paragraph defines the breadth and limitations of the work to be done. In some 
cases, the use of an introduction, background, or both, is preferred. Background 
information should be limited to only that information needed to acquaint the contractor 
with the basic acquisition requirement. 

(2) Applicable Documents - Military handbooks, Government instructions, service 
regulations, technical orders, and policy letters, as a type, are not written in language 
suitable for contract application. In the event requirements of these documents must be 
included in a SOW, excerpts only should be used and should be made into either a clear 
task statement or a clear reference statement for guidance only, and not for contract 
compliance. Any documents called out in section 2 of the SOW should have the specific 
version referenced, i.e. by date or by revision letter. 

(3) Requirements - Specific work tasks are called for in SOW section 3. These tasks, 
developed to satisfy program needs, are essentially the contractor work requirements. 

Sole source or brand name requests 
When a particular manufacturer's make or model, or a specific company's product is required, a 
sole source or brand name justification must be included with the PR. Sole Source purchase 
occurs when the required supplies, services or construction can be bought from only one source, 
thereby eliminating all competition. Brand Name purchase occurs when the PR identifies a 
specific commercial vendor's product, which can be obtained from either a single or numerous 
dealers/distributors. When using a "brand name or equal" to identify an acceptable product, you 
MUST identify those specific salient characteristics. If an "equal" product cannot be accepted, a 
Brand Name justification is required. 

Sole Source 
A "sole source" item is one that can only be obtained from one vendor/contractor. Competition 
is the rule. Requests for procurement from a sole source require a written justification, and 
certain limitations apply. If you have a requirement that you believe can only be obtained from 
one source, please contact the contracting office. 



Additionally, if you believe you have a sole source requirement and the estimate is over the 
simplified acquisition threshold (currently $150,000), the written justification and approval 
document will need to be detailed, to be prepared to answer a number of questions: 

What are the procurement' s minimum requirements? Material evidence should be available to 
verify these minimum requirements. 

What unique capabilities does the proposed contractor have which makes his/her only company 
capable of meeting these requirements? 

Was the item or service previously procured? If this is a continuation of a previous effort by the 
same contractor, demonstrate why no other sources of supply are available. Can alternative 
systems be used and obtained competitively? 

Is there a technical data package, specification, engineering description, statement of work, or 
purchase description available that is sufficient for competitive procurement? If not, is one being 
developed? How much lead-time would be required to develop it? Has any cost-benefit analysis 
been conducted to determine whether it is advantageous to the Government to buy or to develop 
such information? If not, what evidence is available to demonstrate why this analysis is not 
needed? Can alternative methods (e.g. observation) be used to provide information sufficient for 
competition? Can individual components of the procurement be competitively procured? What 
steps are being taken to foster competition in subsequent procurements of this product or 
service? 

Brand Name or Equal Descriptions 
A brand name or equal description may be used only as a last resort for supplies/equipment when 
it is otherwise not feasible to describe the requirement. One feature of this procedure must 
always be included; you must describe the salient characteristics of the item - that is, the criteria 
that any "or equal" item must meet. Failure to do this may subject you to having to accept a 
product you cannot use. It is a long-standing legal principle that a product must be accepted as 
"equal" if it performs the same general function as the brand name specified. 

For brand name/sole source requirements, the customer must furnish a detailed, written 
justification. 

CONTRACT ADMINISTRATION 

The contracting process does not end with the award of a contract, purchase order, or delivery 
order. All the effort spent in planning, describing, and funding your requirement could 
potentially go for naught without effective administration of the resultant contractual instrument. 
The role of contract administration is to complete the cycle and assure the customer's needs are 
satisfied. The administration of contracts is the joint responsibility of the customer and the 
purchasing office. The main thrust is to ensure that the Government receives the items it pays 
for under the terms and conditions of the contract. 



Purchase Follow-Up 
When the estimated delivery date on your purchase order has passed and you still don't have the 
item, call the contracting office or supply office for assistance. The contracting office or supply 
office will follow up with the vendor to determine the status of the order and seek any 
consideration that is possible at that time. 

Contract Changes (Modifications) 
The only person authorized to make changes to the contract is the Contracting Officer. An 
anticipated contract change needs to be identified to the CO in advance so that all appropriate 
paperwork and approvals can be accomplished. 

Non-Personal Services Contract Administration 
Services usually have no "end product." The contractor is given a task to complete without 
direct Government supervision. Virtually all contracts and orders of this nature have a person 
designated to receive services. If you are it, you have a big responsibility. Millions of dollars 
are spent each year on these contracts. As a representative of the CO, it is your responsibility to 
ensure the contractor has provided at least the minimum contract requirements. Any perceived 
deviations from the contract should be brought to the attention of the CO by telephone and in 
writing. Do not attempt to interpret the terms and conditions of the contract for the contractor 
and do not direct changes or accept substitute performance. More than one person has cost the 
Government (or themselves) money by making seemingly nonchalant remarks asking the 
contractor to act outside the scope of the contract. 
If you are nominated and consequently selected to be a Contracting Officer Representative 
(COR), you might be required to complete training that will enable you to fulfill your 
responsibilities. The CO will assist you in identifying and completing all required COR training. 

Inspection and Acceptance 
You as the customer will bear ultimate responsibility for assuring the contractor gets paid for the 
goods or services he/she provides. The CO will write the order, but once the item is delivered or 
service is performed, you must sign a receiving report acknowledging receipt and authorizing 
payment. The contractor cannot be paid until receipt of the item/service has been confirmed. If 
the contractor has performed satisfactorily, he/she should not be unduly penalized. 

If you receive the wrong item, part of an item, or a broken/damaged item, call Supply or the 
Contracting office, but follow up in writing. Be prepared to describe what you received versus 
what the order states. The best method is not to sign the receipt. Sometimes, however, the 
discrepancy is not immediately apparent. In any event, call us as soon as practical (in fact, even 
while the delivery truck is still there if possible) and we will assist you. NEVER deal directly 
with the vendor in resolving a discrepancy. 

UNAUTHORIZED COMMITMENTS 

Actions by persons other than duly appointed COs, which cause a contractor to expend resources 
not under the scope of an existing contract, are considered unauthorized commitments. Such 
unauthorized contracting actions are a violation of federal law and could lead to disciplinary 
action. Regardless of the dollar value of the action, approval (i.e., ratification of the action) will 



happen at the Head of the Contracting Agency-Hickam (AFICA/KH) level. In such cases, 
appropriate administrative and/or disciplinary action may be taken against the individual 
concerned. If there is any doubt, don't do it-check with the CO first. No one is authorized to 
make any changes to a contract except the CO. 

Remember, to an ordinary contractor, we are all representatives of the Government and they may 
not know the distinction between those authorized vs. unauthorized to obligate the Government. 
This can result in the unintentional impression conveyed to a vendor to deliver goods or a 
contractor to perform a service. It is your personal responsibility as a Government employee to 
recognize this difference and to know what is within your authority. 

Here are some tips and warnings that may protect you from committing an unauthorized action: 

( 1) Before asking a contractor to perform a product demonstration, make sure you obtain 
Contracting coordination and approval. 

(2) Do not ask a contractor to make changes in technical provisions of a contract without 
prior knowledge and written approval of the Contracting Officer. 

(3) Do not tell a contractor to stop work on an existing contract (unless is a matter of 
safety). 

( 4) Do not make statements regarding proposals that might be construed as a 
commitment of the Government. 

(5) Do not accept supplies or equipment from a vendor on a -trial basis. Ensure that a 
CO issues a contractual document before ordering or receiving any type of supply or 
service from a contractor. 

( 6) Do not advise a vendor that the Government will be procuring certain supplies or 
equipment as soon as contracting gets the paperwork. 

(7) You could be held financially liable for any unauthorized commitment. 

(8) Submission of a purchase request does not constitute a contract. 

Ratifying the Unauthorized Commitment 
A ratification is the process a CO uses to correct an unauthorized purchase made by a 
Government representative who was not authorized to expend Government funds. 

UNAUTHORIZED COMMITMENTS CAN BE RATIFIED ONLY IF ALL OF 
THE FOLLOWING ARE MET: 

(1) The Government receives benefit ofreceipt of the items/services. 

(2) CO had authority to enter or could have entered into a contract when the unauthorized 
commitment was made. 



(3) The action would have been proper if accomplished by a warranted CO. 

( 4) The CO recommends payment with the concurrence of legal office reviews and 
determines legal sufficiency. 

(5) Funds are available and were available at the time of the unauthorized commitment. 

Steps Involved in Processing a Ratification 
Normally, the unit becomes aware that a potential unauthorized commitment has occurred when 
someone acting as a Government representative receives an invoice from a commercial 
contractor/vendor demanding payment for delivery of an item or performance of a service. After 
minimal research, we can determine if a CO was ever involved in the process, or if a contractual 
document/order was ever placed for that item or service. When the commitment occurs without 
the benefit of CO authority, the following steps must be completed to determine the 
circumstances surrounding the potential unauthorized commitment, and to determine if the action 
can be ratified, thereby, approving payment using Government funds. 

(1) The CO initiates an investigation by requesting the office(s) involved to provide 
documentation and evidence concerning the unauthorized commitment. 

(2) The commander/chief of the organization in which the unauthorized commitment 
occurred ensures the following are provided to the CO within 30 days of the request: 

a. A report on the circumstances surrounding the unauthorized commitment, to 
include a statement on corrective actions taken to prevent a recurrence of the event 
and a description of disciplinary action taken, or an explanation why no action was 
taken. 

b. A signed statement from the individual who made the unauthorized commitment 
detailing the incident. If a statement is unavailable, the commander/chief explains in 
the report the reason for not providing the individual's statement. 

c. Relevant documentation and records, (e.g., evidence the supplies or services were 
received, accepted, and were of benefit to the government, contractor correspondence 
and invoice, funds availability statement, etc.). 

(3) The CO analyzes the documentation and, ifratification is appropriate, prepares a file. 
The file contains the following: 

a. Statement of the CO that summarizes the case and addresses each of the elements 
contained in FAR 1.602-3( c ). 

b. Legal opinion. 

c. Contractor's invoice with relevant correspondence. 



d. The report by the organization in which the unauthorized commitment occurred-
prepared in accordance with paragraph 2 above. Include any attachments to the 
report. 

(4) The ratification statement reads substantially as follows: 
"Pursuant to the authority vested in me by AFFARS 5301.602-3(b)(2), I hereby ratify the 
act of (name, title, grade, and organization), who on or about (date) authorized (company 
name) to (commitment). The dollar value of the transaction is (dollar amount). 
Ratification is deemed to be in the best interest of the Government and is within the 
authority and limitations of FAR 1.6 and supplements thereto." 

(5) After execution of the ratification statement by the appropriate authority, the CO 
processes the ratification action. A copy of the ratification statement is included in the 
contract file. A copy of the contract is placed in the ratification file. 

(6) The individual who committed the act may receive one or more of the following 
disciplinary actions: 

a. Letter of Counseling (for both civilian and military personnel). 

b. Article 15 (may include reduction in rank). 

c. Removal from Government employment. 

IF THE ACT IS NOT RATIFIED, YOU COULD RECEIVE ONE OR MORE OF THE 
PUNISHMENTS LISTED ABOVE IN ADDITION TO BEING PERSONNALL Y 
RESPONSIBLE FOR RESTITUTION TO THE COMMERCIAL SOURCE. 

CUSTOMER RESPONSIBILITIES 

An informed customer is our best customer. As an activity that generates requirements, it is 
critical that you understand your role in helping us meet your requirements . The following is a 
list of customer responsibilities discussed within this guide: 

(1) A void unauthorized commitments 

(2) Plan ahead for your requirements by allowing adequate contract administrative lead 
time through pre-coordination with the contracting office 

(3) Develop adequate purchase descriptions, specification, Statements of Work, or 
Performance Work Statements 

( 4) Properly prepare purchase requests to include sufficient funding 

(5) Provide names of all known qualified sources with the purchase request. 



(6) Provide proper justification when restricting competition or seeking special 
contractual actions 

(7) Determine the scope and extent of Government-Furnished Property (GFP) to be 
provided under the contract and assure availability 

(8) Perform timely follow-up and quality assurance actions 

(9) Contact and obtain from the CO his/her decision on any matter relating to contract 
reductions, extensions, or changes to performance 

(10) Notify the CO if, during the life of the contract, you become aware of the contractor 
experiencing technical or financial difficulties 

(11) Promptly sign and forward acceptance documents to the contracting office 

Customer's "Don't"s 

Ethics 

(1) Write specifications to obtain a product/service from only one source 

(2) Reject all but one technical proposal without attempting to qualify the others 

(3) Include "brand-name-or-equal" description features peculiar to only one 
manufacturer's product unless such features constitute an essential minimum need 

(4) Reject an "equal" item because of minor differences in design 

(5) Tell contractor to ship items anywhere except as stated in the contract 

(6) Give verbal shipping instructions for GFP without proper documentation and notice 
to the CO 

(7) Give the contractor any GFP items without proper documentation and notice to the 
co 

(8) Direct a contractor to do work that is not authorized in the contract (this includes 
accelerating delivery) 

The Joint Ethics Regulation (DOD 5500.7-R) provides detailed guidance on what is expected of 
all DoD personnel. As a general rule, acceptance of gifts or favors may well result in criminal 
prosecution. A small number of contractors and potential contractors are willing to advertise the 
fact that a favor in the right hands will produce business. Whenever a gratuity is delivered to 
you (i.e., left on your desk, car, etc.), if you can return it --DO SO! Whenever you are in doubt, 
call contracting or consult your local legal office. 



Remember to protect the Government's interest at all times when dealing with contractors. 
A void gratuities and relationships that might be interpreted as preferential treatment of one 
contractor over another. 

EMPLOYMENT OR BUSINESS OPPORTUNITIES: Contracting customers do not discuss 
employment or business opportunities with vendors or contractors. If you have any doubt about 
your limitations, contact the legal office. 

PROPRIETARY OR INSIDE INFORMATION: Contracting customers cannot disclose 
contractor proprietary information or inside Government information to unauthorized personnel. 
A prime example is releasing the government estimate for a procurement. 

**Teamwork is an essential part of the acquisition process. Providing you with the 
information in this guide is one way we can help you in our partnership endeavors** 



Appendix A 

Purchase Request Form 
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AppendixB 

Purchase Request process 

Customer must contact Supply office whenever a purchase is requested 
o Supply office personnel must ensure Purchase Request (PR) form has a detailed 

description of what is needed 

o Purchase request must be accompanied by at least 2 quotes or other alternate 
evidence to determine if quote price is fair and reasonable 

Supply office Chief will review PR 

Supply office personnel will route PR to Resource Management director and JUSMAG 
Chief for funding, certification and approval 

Supply office will make the necessary purchase whenever the price is equal or less than 
the micro-purchase threshold 

o If purchase price is above the micro-purchase threshold, Supply office will 

coordinate with Contracting office to make the purchase via purchase 
order I contract 

Supply and Contracting office will monitor delivery/performance of 
supplies/services/construction (until completion) purchased by their respective offices 

Customer must formally accept delivery/performance of services/construction completion 



Appendix C 

Example of a Performance Work Statement 

1.0 General Information. The contractor shall provide grounds and roads maintenance 
procedures that shall be preventive rather than remedial in nature, including gravel emplacement. 
The contractor shall ensure maintenance procedures for gravel control are in place for the Mihail 
Kogalniceanu (MK) Airbase and Babadag Training Area (BT A) Logistics Support Area (LSA) 
no later than 15 June 2007, and that the service continues through 31December2007. The 
contractor shall be familiar with and comply with all applicable local and national environmental 
laws and regulations for maintaining a clean and safe work environment and disposing of all 
waste. Grounds and road maintenance will include maintenance and minor repairs to roadways 
and landscaping. 

1.A. Contract specifics. 
Street cleaning (MK Airbase only): The contractor shall use mechanical means to clean dirt, 
mud, leaves, or other debris from paved roadways and parking surfaces daily at a time directed 
by the contracting officer' s representative (COR). Contractor shall dispose of all materials from 
cleaning the MK Airbase in accordance with Romanian law, policies, and regulations. 

Grass cutting: The contractor shall cut the grass and rake and remove the grass indicated on MK 
Airbase and BTA LSA biweekly. The contractor shall immediately dispose of cut grass from the 
MK Airbase and the BT A LSA in accordance with Romanian law, policies, and regulations. See 
attached map for required area. The anticipated grass-cutting season will end on approximately 
31 October 2007. 

Sidewalk cleaning (MK Airbase only): The contractor shall sweep and clean interlocking paving 
stone, wood decking, and panel sidewalks of dirt, mud, leaves, or other debris weekly. 
Contractor shall dispose of all materials from cleaning of MK Airbase in accordance with 
Romanian law, policies and regulations. See attached map for required area. 

Grade gravel roads and pavements (MK Airbase and BT A LSA): Contractor shall grade gravel 
pads and roads to a four percent crown. All roads and gravel pads will be graded two times per 
month at a time and date coordinated with the COR. 

Place and compact gravel: Contractor shall procure, deliver, install, and compact gravel to 
maintain existing roads and pads or new requirements. Contractor shall emplace approximately 
250 cubic meters (m) of gravel at MK Airbase and 20 cubic meters at BT A once during the 
months of August, September, October, and November. Time and date of this service will be 
coordinated with the COR. Any additional requirements will be coordinated with the COR and 
the contracting office on a case-by-case basis. 

Clean storm sewer inlets: (MK Airbase only) The contractor shall open and clean 140 storm 
sewer inlets of leaves and debris at a date and time directed by the COR. 



Dust control: The contractor shall implement strict dust control measures to minimize the 
creation and dispersion of dust. Dust control will include application of water to control dust 
from roadways and other activities. Contractor shall apply clean water to gravel and un-surfaced 
roads. 

Grass cutting in vicinity of airfield: Contractor will be required to maintain the grass in the 
vicinity of the airfield (see Attachment 1). Approximately 2,300,000 square meters must be 
maintained to a height between 7 and 14 inches (O. l 7m to 0.35m) to ensure an effective bird 
aircraft strike hazard program. At no time must the grass exceed the 14 inches (0.35m) in height. 
The contractor must ensure that grass heights stay within listed specifications. Mowing 
operations must be coordinated with the COR. 

1.B. In addition to the roads indicated in the attached map, the contractor shall apply dust control 
measures to approximately 6.5 kilometers of dirt road linking BTA with the road between 
Ceamurlia de Jos and Lunca. The contractor shall provide clean water (free from salt), oil, and 
other deleterious material for onsite dust control. These control measures will generally consist 
of water applications as required to prevent dust emissions. Dust control will be accomplished as 
directed by the COR and consist of not less than 10 applications. 

l .C. During the service period, unless otherwise specified herein, the contractor shall provide all 
supplies, personnel, equipment, tools, materials, supervision, and other items or services 
necessary for grounds and roads maintenance and related systems and equipment. No 
government-furnished equipment or government-furnished material will be provided. 

l .D. Points of contact. The contractor shall provide an English-speaking point of contact (POC) 
within the company to interface with designated U.S. government personnel on issues 
concerning grounds and road maintenance. This contractor POC shall have an English language 
proficiency of Level II or higher. Names, business addresses, phone numbers, and hours of 
operation are the minimum information requirements. Arrangements for contacting the 
contractor's POC after normal business hours shall also be made. The POC must be available on 
a 24-hour basis including Saturdays, Sundays, and local and American holidays. 

2.0 Definitions. Technical definitions that are specific to a PWS. 

2.A. Acceptance inspection. Contractor POC will perform an inspection on grounds and road 
maintenance such as gravel, leveling, and grass cutting before accepting the work. This 
inspection shows the overall condition of the grounds and their capability to support military 
vehicles or equipment, mainly 17-ton Stryker vehicles (wheeled). Discrepancies will be fixed 
before occupation if use of the site would aggravate a problem or ifthe discrepancy creates a 
safety hazard. 

2.B. Criminal act. This results from violating a civil law. 

2.C. Damaged area. An area damaged or worn-out causing the inability to drive a vehicle. 

2.D. Fair wear and tear. The deterioration of items attributed to normal use. 



2.E. Scheduled maintenance. Periodic prescribed inspections or servicing of areas in the 
temporary forward operating site. 

2.F. Unscheduled maintenance. Maintenance that is not scheduled but is required to correct 
deficiencies. 

2.G. English language proficiency, Level II: 
• Speaking: Able to satisfy most work requirements with language usage that is acceptable 
and effective. Speak the language with sufficient structural accuracy and vocabulary for 
effective participation in most formal and informal conversations on practical, social, and 
professional topics. 

• Reading: Able to read various materials on unfamiliar subjects within a normal range of 
speed and with almost complete comprehension; rarely misinterprets text. Comprehend a 
variety of styles and forms pertinent to professional needs. 

3 .0 Contractor Services. 

3 .A. Services. Contractor shall ensure personnel are properly trained in maintenance procedures 
and are prepared for the safe and efficient operation of grounds and roads maintenance 
equipment. 

3.A.l. Insurance. The contractor shall comply with the Federal Acquisition Regulation clause 
that addresses this issue. See terms and conditions of this solicitation for applicable clauses and 
guidance. 

3.A.2. Records. The contractor should maintain records of transactions with the U.S. 
Government, and, upon request make such records available to properly designated CORs within 
a reasonable period of time. 

3 .A.3. Condition. Ensure equipment is properly operated and maintained. 

3 .A.4. Safety items. The equipment used for grounds maintenance must meet all of the safety 
requirements and laws required of the U.S. and the host nation government. 

3. B. Services. The contractor shall provide the following services: 

3.B.l. Joint inspection. The contractor shall perform a joint inspection with the U.S. 
Government COR at the time of goods/services acceptance upon contract completion and at the 
appropriate sites. 

3.B.1.A. Acceptance inspection. The contractor shall provide an inspection sheet written in 
English and in duplicate. The inspection sheet must be signed and dated by both the contractor 
and the COR as acknowledgment of the conditions of the grounds before the exercise. The 
contractor and the COR will retain a copy of the inspection sheet for use during joint inspections 
conducted at the end of the contract period. 



3 .B. l .B. Random inspections. The COR will inspect areas designated in this PWS periodically 
by conducting a randorri sample to ensure compliance with this PWS and all environmental and 
safety requirements. The COR will use the results of these inspections and customer feedback to 
determine contractor performance and take any necessary corrective action. 

3.B.2. Maintenance. The contractor shall perform both scheduled and unscheduled maintenance. 
The contractor shall provide all parts, labor, supplies, materials, equipment, and expertise 
necessary to complete required maintenance tasks. 

3.B.3. Hours of service. Grounds and roads maintenance service must be available from 0700-
1900, seven days a week, including U.S. and local holidays. Exceptions shall be coordinated by 
the COR and negotiated and agreed to by the CO. 

4.0 Quality Assurance Program. 

4.A. The Government shall evaluate the contractor's performance under this contract. All 
surveillance observations shall be recorded by the Government. When an observation indicates 
deficient or defective performance, the COR shall request the contractor's representative initial 
the observation. 

4.B. Government verification inspections of services shall not constitute acceptance nor replace 
the contractor inspection or in any way relieve the contractor of any responsibility to take all 
actions necessary to assure highest quality of service rendered. 

4.C. The contractor may be required to meet at least weekly with the COR during the first month 
of the contract. Meetings shall be as often as necessary thereafter as determined by the COR. 

4.D. The contractor shall maintain a current list of employees. The list shall include the 
employee's name, Government identification number, contact information, and residence 
information. The list shall be validated and signed by the contractor and provided to the COR. 
Updated lists shall be provided when an employee's status or information changes. 

5.0. Environmental Requirements. 

5.A. The contractor shall comply with all local host national and U.S. federal environmental laws 
and regulations to include but not limited to the Resource Conservation and Recovery Act, Safe 
Water Drinking Act, the Clean Air Act, and Federal Facilities Compliance Act. 

5.B. The contractor shall define proper procedures for the storage of hazardous materials 
conforming good housekeeping practices. The use, handling, storage, and disposal of all toxic, 
hazardous, special, or radiological wastes or materials shall be according to all U.S. and local 
host national environmental regulations and procedures. Personnel shall be trained according to 
Romanian regulations on proper procedures to include spill response and clean up. 



5.C. The contractor shall provide a complete environmental plan to assure compliance with all 
environmental statutes and regulations. A copy of the plan shall be provided to the COR at the 
pre-performance conference and as changes occur. 

6.0. Authorization to Perform. 
The contractor, in entering this agreement, affirms that all necessary licenses, permits, and 
qualifications necessary to perform this contract were or will be met before performance begins. 
All taxes and fees associated with conducting business in Romania are the responsibility of the 
contractor. The contractor must conform to all Romanian labor laws, safety, environmental 
compliance, practices, and requirements unless otherwise informed in writing by the KO. 

7.0 Contractor Liability. 

7 .A. The contractor shall be liable for and shall indemnify and hold harmless the Government 
against all actions or claims for loss of or damage to property or the injury or death of persons, 
resulting from the fault, negligence, or wrongful act or omission of the contractor, its agents, or 
employees. If applicable, host nation or local government laws limit the obligation to indemnify 
and hold the U.S. Government harmless in any manner; the obligation to indemnify and hold the 
U.S. Government harmless shall apply to the fullest extent possible. 

7.B. Fault, negligence, or wrongful act or omission of the contractor, its agents, or employees 
includes but is not limited to any tortious act or omission; willful misconduct; failure to comply 
with host nation, U.S. federal, or local governmental requirements; libel, slander, or other 
defamatory or disparaging statement in any written deliverable required under the contract; or 
any false or negligent statement or omission made by contractor in its proposal to the U.S. 
Government. 

7.C. When loss or damage is caused by the negligence of the contractor, the liability is for the 
full cost of satisfactory repair or for the current replacement value of the article. 

7.D. The contractor shall give prompt notice to the U.S. Government upon learning of the 
assertion of any claim or the commencement of any action or proceeding in respect of which a 
claim under this paragraph may be sought and must specify the facts pertaining thereto and an 
estimate of the amount of the liability arising there from. 

7 .E. Liability of the contractor shall survive the termination, expiration, or completion of 
performance under this contract. 

7.F. The Government shall in no event be liable or responsible for damage or injury to any 
person or property occasioned through the use, maintenance, or operation of any vehicle or other 
equipment by or the action of the contractor or the contractor's employees and agents in 
performing under this contract. The Government shall be indemnified and held harmless against 
claims for damage or injury in such cases. 



AppendixD 

Example of a Statement Of Work for products 

I SCOPE. This Statement of Work (SOW) defines the effort required for the design, engineering 
development, fabrication, and test of an Advanced Development Model (ADM) of the 
_______ System for the Program Definition and Risk Reduction Phase. It includes the 
associated program management, human engineering, and logistic support planning 
requirements. 

I. I Background. The program has been initiated to design, develop, produce, and deploy 
an improved system that will fulfill the requirements as specified in 
Operational Requirement No. . The _ _ System will replace the XYZ System, and will 
significantly improve capabilities. The System specification for the ADM was developed 
during the Concept Exploration Phase conducted over the past two years. Upon successful 
testing and acceptance of the ADM developed during this Program Definition and Risk 
Reduction Phase, it is intended to obtain Department of Defense approval to competitively 
procure Engineering Development Models (EDMs) using performance specifications and 
program plans developed under this SOW. 

2 APPLICABLE DOCUMENTS. The following documents are applicable to this Statement of 
Work and attached appendices to the extent specified herein. 

2. I Department of Defense Specifications. (List documents as appropriate.) 

2.2 Department of Defense Standards. (List documents as appropriate.) 

2.3 Availability of DoD Documents. Unless otherwise indicated, copies of specifications, 
standards and handbooks listed above are available from the Standardization Document Order 
Desk, 700 Robbins Ave, Bldg 4D, Philadelphia PA I9I I I-5094 

2.4 Non-Government standards and other publications. (List documents as appropriate.) 

2.5 Availability of Non-Government standards and other publications. Application for copies 
should be addressed to the (name and address of the source). 

3 REQUIREMENTS. 

3. I General. The work required by this contract shall be performed in accordance with 
_ _ _ System Specification (#)and this Statement of Work (SOW). 
The contractor shall design, develop, fabricate, and test an Advanced Development Model as 
listed in Section C of this contract to meet the performance criteria specified by __ _ 
System Specification ( # ) and in accordance with the detailed requirements in paragraph 3 .2.1 
below. 
The contractor shall provide program management, human engineering management, and logistic 
support planning in accordance with the detail requirements of 3 .2.2 below. 



3.2 Detail Tasks. 

3 .2.1 Design, Engineering, Fabrication and Test. 

3.2.1.1 Design and Engineering. The contractor shall design and develop an ADM of the 
__ System to meet the specification and criteria of System Specification ( #) 
utilizing engineering trade-offs between performance, reliability, maintainability, supportability, 
producibility, and life cycle costs. The System design shall include the equipment 
performance and physical characteristics, subsystem component location, materials, the software 
program design elements of a top-down design, basic module description, and interface design. 

3 .2.1.2 Design Analysis. The contractor shall conduct a detail design analysis of the selected 
design. Detailed physical and performance design characteristics shall be specifically identified 
including the engineering decision process for using one methodology over another. Design 
documentation shall include discussion of alternatives and the ramifications thereof, risk 
assessments, and trade-offs made. 

3.2.1.3 Preliminary Design Review (PDR) and Design Formalization. The contractor shall 
conduct a Preliminary Design Review. Informal design reviews may be held at times agreed to 
by the Government and the Contractor. 
As a result of the design analysis conducted in paragraph 3.2.1.2 and the PDR in 3.2.1.3, the 
contractor shall finalize and formalize the design for fabrication. Written procuring activity 
approval of the design is required before the contractor is authorized to proceed with ADM 
fabrication. 

3.2.1.4 Fabrication. The contractor shall correct and document any design characteristics that are 
found to inhibit or make fabrication unnecessarily costly but that do not otherwise alter 
performance or system effectiveness characteristics. 

3.2.1.5 Test and Evaluation. The contractor shall conduct and evaluate the results of 
environmental and performance tests on the ADMs to demonstrate full compliance of all 
equipment and software with __ System Specification(#). The tests shall be conducted in 
accordance with the developmental test plan developed by the contractor and approved by the 
Government. The tests may be conducted at the contractor's facilities or at an independent 
laboratory or commercial testing facility. 

3.2.1.6 Critical Design Review (CDR). The contractor shall conduct a Critical Design Review. 
At the CDR, the contractor shall formally report the results of the developmental tests, address 
design changes made during the fabrication process, and recommend design changes as a result 
of the developmental tests including trade-off impacts. The contractor shall incorporate all 
design changes approved during the CDR. 

3 .2.2 Program Planning 

3 .2.2.1 Program Management. The contractor shall establish and maintain management 
operations that shall include the following areas: 



(a) Program Planning and Control 
(b) Subcontractor Control 
( c) Financial Management 
( d) Data Management 
( e) Management and Accountability for Government Furnished Equipment, Material or 
Information. 
( f) Risk Management 

The contractor shall develop and implement a Management Program that clearly defines how the 
____ Program Definition and Risk Reduction Project will be managed and controlled. A 
task matrix keyed to the Work Breakdown Structure (WBS) shall be developed in sufficient 
detail to identify Contractor and subcontractor responsibilities. The Contractor shall develop and 
implement a management program that clearly defines how the Program Definition and 
Risk Reduction Project will be managed and controlled. 

The contractor shall establish and implement a program management office function to manage 
all technical performance, including reliability, maintainability, ILS, cost, schedule, and data 
delivery requirements of the contract. 

3.2.2.2 Human Engineering Program. The contractor shall develop and implement a Human 
Engineering Program (HEP) to ensure that appropriate studies are performed and that human 
engineering criteria are applied to subsystem hardware and computer software design. 

3.2.2.3 Logistic Support Planning. The contractor shall implement an ILS program to ensure that 
supportability design criteria and characteristics are considered and incorporated into the design 
consistent with the trade-off studies and that meet the operational availability requirements of 
___ System Specification ( # ). The ILS program shall use a Logistic Support Analysis 
(LSA) as the principal analytic effort within the design process. 



AppendixE 

Example of a Statement Of Work for services 

1 SCOPE. This SOW covers systems engineering, technical and management support services 
to the Program Office This support encompasses engineering analysis and 
recommendations for technical logistical and life cycle support for system. 

2 APPLICABLE DOCUMENTS. 

3 REQUIREMENTS. 

3 .1 Production Support. 

3 .1.1 Conduct independent review of production programs to identify requirements 
consistent with directives governing the acquisition of system and equipment. 

3 .1.2 Using acquisition plans, existing hardware contracts and inherent lead-time items, construct 
schedules for inclusion in documentation for weapon system and equipment acquisitions. 

3.1.3 Based on production program schedules as well as weapon system configurations, 
formulate technical documentation for these programs itemizing all supplies, data and services to 
be obtained. 

3 .1.4 Provide impact statements when deviations or changes occur and alternative 
recommendations when required to maintain individual program production integrity. 

3.1.5 Identify, compile, and utilize available information, update and input data for manual or 
automated production scheduling information systems, prepare government production reports 
germane to maintaining weapons system production status and inventory. 

3 .1.6 Prepare production documentation for input into the applicable Management Information 
System (MIS). 

3.1.7 Prepare recommendation for identifying project data to be entered into existing Automatic 
Data Processing (ADP) programs. When data system deficiencies are discovered, provide 
recommendations for solutions. 

3.2 Foreign Military Sales (FMS) Support. 

3 .2.1 Compare actual deliveries with contract schedules for Military Departments (MILDEP) and 
FMS. 

3 .2.2 Track components and deliverable end items, and compile monthly acceptance reports and 
quarterly production reports. Consolidate delivery schedules by fiscal year, weapons, 
components, support equipment and manufacturer. 



3 .2.3 Compare schedule with industrial capacities and weapon station buildup capabilities and 
identify shortcomings and problem areas in meeting these requirements. 

3 .2.4 Correlate consignment instructions, acceptance reports and production/weapon buildup 
capabilities. 

3 .2.5 Maintain and track material inspection receiving reports status reports of system 
components and support equipment. 

3.3 MILDEP Support. 

3 .3 .1 Identify unique MILDEP requirements for the system, its components and associated 
equipment, based on MILDEP production planning and production support requirements. 

3.3.2 Compare current MILDEP acquisition plans and project directive with MILDEP delivery 
and performance requirements to identify firm and provisioned requirements by component and 
associated support equipment. 

3 .3 .3 Determine the compatibility of requirements, military specifications and engineering 
documentation with MILDEP standard and specifications. 

3.3.4 Provide recommendations to incorporate MILDEP stated requirements into the overall 
program schedules. Correlate and maintain the status of MILDEP monthly status reports thereof. 



AppendixF 

Sample Request For Brand Name Purchase 

(Your organization's letterhead and date) 

MEMORANDUM FOR JUSMAGTHAI/Contracting Officer 

FROM: 

SUBJECT: Request for Brand Name Purchase 

1. Request brand name purchase of the following item: 

a. Brand Name 

b. Model Number 

c. Part Number 

d. Quantity 

2. Brand name justification follows: 

a. All possible research, within time limitations of assigned priority, has been exhausted and 
no other items will suffice. Do not substitute this verbiage. 

b. The following features are peculiar to the item requested and preclude consideration of a 
product manufactured by another company: (List peculiar features). The features listed are 
essential to the Government's requirements and similar products manufactured by other 
companies lacking the features would not meet the minimum requirements. Should the item be 
essential to preclude the additional expense of entire replacement or maintain decor and 
satisfactory appearance, it is recommended you specify type, color and brand. Such requests 
may include the statement "Exact replacement is required to ensure compatibility with existing 
in-place ceiling, floor, drapes, etc." The same criteria are applied to additional training devices 
required to maintain integrity and continuity of training programs. 

c. An impact statement as to the repercussions to the mission should a product other than 
the brand name be acquired. 

d. A concluding statement that the proposed brand name product is necessary to satisfy the 
Government's requirement. 

Signature of organization commander, division 
chief or equivalent 



Appendix G 

Sample Request For Sole Source Purchase 

(Your organization' s letterhead and date) 

MEMORANDUM FOR JUSMAGTHAI/Contracting Officer 

FROM: 

SUBJECT: Request for Sole Source Purchase 

1. Request the sole source purchase of the following item from the source indicated below: 

(Identify the item(s) or service(s) requested, quantify required and the source required to include 
street address and telephone number) 

2. Sole source justification follows: 

a. All possible research, within time limitations of assigned priority, has been exhausted and 
no other sources will suffice. 

b. Cited source is the only source that will meet minimum Government requirements. Include 
reasons why there is only one source. If urgency is cited as a circumstance requiring sole source 
acquisition from a specific contractor or of a specific product, expressly explain the time 
constraint, such as severe immediate mission impact, and why only the one contractor or product 
can meet the requirement within the specified time. 

c. If only one contractor or product can satisfy the requirement, cite the unique performance 
capabilities possessed by only that one contractor or product. State the reasons why these unique 
capabilities are essential for contract performance. If applicable, cite specific data or knowledge 
required in the performance of the contract that is available only in this one contractor and the 
significance of this data to the acquisition. The mere statement that proprietary data exists is not 
adequate in and of itself. 

d. Any other reasons for the exclusion of other potentia~ contractors or products. 

e. An impact statement regarding the repercussions to the mission should a contractor other 
than the sole source or brand name be acquired. 

f. A concluding statement that the proposed sole source product is necessary to satisfy the 
Government's requirement. Statements such as "No other sources are considered qualified" or 
"The XYZ Company is considered best qualified" are not an adequate basis for a sole source 
justification. 



g. State what steps have been taken, if any, to prevent the recurrence of requiring a sole 
source for future requests. 

3. Procedures in FAR Subpart 13.5 were used. ~-(do not change or remove) 

Signature of organization commander, division 
chief or equivalent 


