ISR MANAGEMENT DIRECTORATE                 LXL OPERATING INSTRUCTION 23-11

LOGISTICS MANAGEMENT DIVISION                                      13 MAY 2004

ROBINS AIR FORCE BASE, GEORGIA

                                                                                                             Purchase Request (PR)

_______________________________________________________________________________

This procedure identifies and provides guidance on required actions by the Item Manager for the generation of a computation for initiating a Purchase Request.  OI includes the detailed steps taken within Automated Logistics Management Supply System (ALMSS) to initiate procurement up to the delivery of the item.      

1.  PURCHASE REQUEST CHECKLIST

 In an attempt to clarify the required information needed to process a Purchase Request    

 a (PR) completed checklist must be attached to all PRs.  Although the use of the   

 IMPAC card will eliminate the majority of PRs, we still may be required to process a 

 PR over $2500.00 and also procure those items prohibited from purchase by the  

 IMPAC card.  Listed below are guidelines to help you complete the PR checklist.  It is 

 imperative you complete each block on the checklist.  
a)  TOP -  This should be self-explanatory.  The PR number and initiator’s name and        

      telephone number are required.  You need to indicate whether the PR is for spares,     

      repair, services, or Systems.  You also need to annotate if the PR is routine or 

      urgent and what type of funds.  

b) PROCUREMENT HISTORY RECORD – For all requirements that have  

been  purchased previously, you need to annotate on the history sheet, the contract number, date of contract, part number, noun, price and, if available, lead time.   For spares, this information can be obtained from the PR/PD/WO Price Interrogation screen (1-12-9), in the Automated Logistics Management Support System (ALMSS).  If this is the first time the item has been procured, mark the block "New Item" and no history sheet will be expected.  (PRICE QUOTES ENTERED ON THE PR OR ATTACHED CANNOT BE USED BY LXK PERSONNEL AS OFFICIAL QUOTES.  PRICE QUOTES MUST BE DIRECT TO LXK.)

c) SOURCES:  Suggested sources are to be stated on the PR. On the checklist,   

 annotate if the prime contractor was contacted to validate alternate sources.    
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d) ZONE DEPLETING STATEMENT (ODS) - Your ODS should read exactly as follows: "I have reviewed the requirement, including available technical documentation, and believe that it does not require the contractor to use Class I Ozone Depleting Substance (ODS) identified in Air Force Policy, nor is it written so that it can only be met by the use of a Class I ODS."  Make sure the signed statement is signed by a technical reviewer and attached to your PR package. (Example of technical reviewer are Engineer, Equipment Specialist or Program Manager) New Ozone Depleting Statement is attached.

e)  BIO-ENVIRONMENTAL /WR-ALC/EMPH - If you are not sure about the item, you should contact the Bio-Environmental Office on base.  The number is 6-2909, fax 6-6056, office symbol, WR-ALC/EMPH.  You should annotate the checklist whether the item is hazardous or non-hazardous and indicate whether you contacted the bioenvironmental office or not. 

 f)  QUALITY ”AFMC 807, Quality” – An AFMC Form 807 “Quality” will be       

             completed by the LX Quality Focal Point and attached to each PR.  The LR Focal 

             Point is  ____________.    IMs should ensure AFMC Form 807 has been signed 

             off on by their engineer prior to forwarding to contracting.  For guidance and 

             instructions on the AFMC Form 807 refer to RAFBI 23-102.  It is the 

             responsiblility for all the blocks on AFMC Form 807, except for blocks 1, 2, 5, 

             and 6 which are still the responsibility of the IMs.   


 Exception:  If the requirement is against a Support and Services contract,       

 the statement “Quality in accordance with Basic contract must be   

 checked.”  No AFMC Form 807 is required.

g) PACKAGING – “AFMC Form 158, Packaging Requirements”-The PR   

initiator will forward (fax), a copy of the PR to 78ABW/LGMPL, work phone, 6-3259, fax number 6-3048, to request completion of AFMC Form 158.  The Packaging Office will return the completed AFMC Form 158 to be included in PR package. Most packages will be processed within 24 hours.

*Note* Packaging Office will in turn forward the PR to transportation for  further coordination (DD Form 1653) prior to PR being returned. If you have not received your package back within the 24 hours, you need to follow up to Packaging and/or Transportation.     
h) TRANSPORTATION  (DD Form 1653)-Transportation Data for    

Solicitation – The initiator will ensure a copy of the completed DD Form 1653     is included in the PR package. Most packages will be processed within 24 hours.  (See paragraph 6 for coordination). Transportation Phone number is 6-3888.

OPR:  WR-ALC/LXLS (Faye Roberts)                                     Page 2 of 14

DISTRIBUTION: 

i) SOLE SOURCE JUSTIFICATION OR JUSTIFICATION and    

      APPROVAL (J&A) – 

1.   Sole Source Justification: A Sole Source Justification is required for all PR’s    with a dollar value greater than $2500, and less than$100,000 using Simplified Acquisition Procedures.  Please remember even if you list multiple sources on the PR, if you are restricting the buy to these sources, a sole source justification is required. The format for a Sole Source Justification is as follows in accordance with AFFARS 5313.106, Purchases exceeding the micro-purchase threshold.

5313.106-1 Soliciting competition, evaluation of quotes, and award.

(a)(4) When the requiring activity specifies only one source (or a specified number of sources but restricted to these sources) is to be solicited and the estimated value of the purchase is between the micro-purchase threshold ($2500.00), and the simplified acquisition threshold ($100,000), the contracting officer shall obtain from the requiring activity a justification containing, as appropriate, the following information:

(i) A brief nontechnical description of the supplies/services to be acquired

(ii) A clear, concise statement of the facts justifying the award of a sole source contract. For example:

(A) If the justification is urgency, then the time constraint and the reason why only one contractor can meet the requirement shall be explained; and/or

(B) If the justification is the unique capabilities possessed by only one contractor, then state the reasons why no other contractor has or can obtain these capabilities and why these capabilities are essential for contract performance.

(iii) A statement that the proposed sole source is the only know source that can satisfy 

Government’s requirement.  However, statements such as “No other sources are considered qualified” shall not be considered a basis for sole source justification.

(iv) A statement of actions to be taken by the requiring activity to preclude the necessity 

for future sole source acquisition of the same supplies/services (e.g., conducting a market survey to determine potential future sources).
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Examples: (1) Based upon information received from the Prime Contractor, input from knowledgeable individuals, and review of the status of necessary data, LR does not foresee competing this item in the near future.

(2) Due to the low quantity, low dollar buys, it would not be economical to procure the necessary data to compete this item. LR sees no benefit to the government to compete this item at this time. 

(3) This is a one-time requirement. Information was obtained from the Prime Contractor to procure from another source. There is no data available to compete the item. Based on the above LR does not foresee competing the item.
Justification and Approval (J&A): J &A’s are required over $100,000    when providing for other than full and open competition.  IM’s and PM’s are directed to the following web site:       

http:\\contracting.robins.af.mil/…go to “Competition Advocate”.  This web site will provide Competition Advocate J&A forms and approval thresholds.  The J&A is a part of the PR package.  The contracting officer shall not commence negotiations for a sole source contract, commence negotiations for a contract resulting from an unsolicited proposal, or award any other contract without providing for full and open competition unless a J&A is prepared and approved. 

 *Note* If the action is under the LX class J&A, a new J&A is not required.     
j)  QUANTITY VARIATION – If variations are accepted, percentage must be annotated. The permissible variation shall not exceed plus or minus 10 percent.

j) Security “DD Form 254 Contract Security Classification Specification”- If the item is classified or access to classified is required, a DD Form 254 should be attached.  The PR initiator will coordinate with the LR Security office.  

k) New Start Documentation: Validation is required by the System Program Director (SPD) and Program Control Chief on PR’s which are funded with 3010 or 3080 funds.  ASC validates the new start for 3010 and ESC validates for 3080, to include Project 481.  This validation is required regardless of the dollar amount of the PR. Note: Project 316 is exempt because of Foreign Military Sales (FMS) funding.
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The New Start Validation form is located on “M” drive, common, New Starts.  When you click New Starts, you will then need to select the type funds (3010/3080).  The next screen will be funding year and then which “BP”.  After you have selected all the appropriate information, the New Start Validation Form will appear. 

· Completing the New Start Validation Form: Complete the top portion of the form.  If you answer “yes” to any paragraph except the first one, call budget for additional information.

· Under “Funding Document Number and Amt” include your PR number and the total dollar amount of the PR.

· Description of Procurement: This should be a brief description of what you are procuring.  (No longer than 2 lines).

· In the next para you will need to fill in the blank with the Program.  (The program MUST be in Bart, except for Project 481) 

· After you have completed this form, e-mail it to Doris Wade (3080) or Adair Rambo (3010).  They will get the proper coordination and attach to the PR package before sending it to contracting.

       For additional information there is a New Start web site,

       http://www.saffm.hq.af.mil/FMB/FMBI/newstarts/newstarts/shtml/
l) Contract Award Cycle Time Instrument (CACTI) – CACTI is a software tool that   prompts the user to answer a short series of questions about the requirement. Computer logic then narrows the diverse body of potentially applicable best practices. At this point it is not mandatory, but is projected to be in the near future. With this, it is strongly encouraged to be used by the entire acquisition Integrated Product Team (IPT) to routinely ensure that relevant “best practices” in Acquisition Reform and Lighting Bolts are being considered and used in proposed requirements over $100,000.  To use CACTI, the following web site should be accessed by the team and each menu selection addressed: http://cacti.robins.af. This should be completed before the PR is issued. A copy of the CACTI menu selections are to be included with the PR package for inclusion in the official contract file. The POC in WR-ALC/PKA for CACTI is Mickie Cranford at 6-4458 or e-mail Mickie.Cranford@robins.af.mil
m) Government Furnished Property (GFP) listing – If the contractor is    

               authorized use of GFP (Special Tooling, Test Equipment, Plant Equipment), the    

               IM/PM is responsible for providing a listing of the GFP the contractor is 

               authorized to use as part of the PR package, unless GFP is in accordance with 

               basic contract.

n) Other: If a statement of work, DD Form 1423 “Contract Data Requirement List and/or contract attachments are required with this PR, they must be listed and attached to PR.
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o) PART NUMBER PREFIXES ; “APPLIES to SPARES ONLY”- You need to 

              annotate whether the prefix is to identify the prime contractor or whether it is 

truly a part of the vendor part number.  Also make sure you mark the block,  Prefix to be Included on Shipping Document, if it is loaded in ALMSS with a prefix. 

**This completes the requirement for the PR Checklist.  However, there are   

   additional instructions.

· Any additional information/supporting documents adding value to the PR package            

           should be included.

· Routing slip must be attached to the top of the PR package.

· The Program Manager must coordinate on all PRs initiated by Item Managers. The Item Manager must coordinate on all PRs imitated by the Program Manager. 

· The PR Tracker System must be updated by LXK, when the contract is awarded.

· For spares procurements, the IM must update the “PR-PD-WO Miscellaneous Data Change” screen (1-12-7), when contract is awarded.

· Any change in part number from original PR must be coordinated with the IM/PM.  IM/PM should coordinate with their prime contractor to ensure the substitute meets all specifications i.e. form, fit and function
· Change in Shipping Instructions-Amendments may be required when shipment is changed from Routine to Priority once contract is awarded. 
· Any changes to the original transportation and/or packaging forms will need to be coordinated between the PCO and appl office (transportation/packaging)
· IM must use the DODAAC in lieu of using the SRAN in all contract numbers when preparing a PR.
· It is the responsibility of the IM to ensure that all required signatures are on the PR prior to forwarding to contracting. 
PR Amendments Versus New PR – If a contract has already been awarded, a new PR will need to be initiated to add new requirements.  If the PR has not been awarded, an amendment may be initiated. You should coordinate with your contracting officer before initiating a PR amendment. Reference AFMCI 23-102 for further guidelines.
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PR CHECKLIST

1.  PR #______________________           NAME____________________

     Type of Funds: __________                   Phone #__________________

GENERAL INFORMATION


Spares PR                              Repair PR                  Services PR


System PR                      
 Routine                       Urgent                

 OTHER _____________________

2.   PROCUREMENT HISTORY RECORD

NEW PROCUREMENT______     SHEET ATTACHED______

3. Sources:

 Prime Contractor Contacted to Verify Alternate Sources.   Yes ___ No____
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4.  OZONE DEPLETING STATEMENT        ATTACHED __________

5. BIO-ENVIRONMENTAL     6-2909 

NOT CONTACTED____  CONTACTED_____ 

Spoke with _________________________

HAZARDOUS_____               NON-HAZARDOUS_____

6.  QUALITY                  AFMC FORM 807 “QUALITY” attached


                                             Quality in accordance with Basic Contract




         Not Appl   
          


7.  PACKAGING


                              AFMC Form 158, Packaging Requirements


                              Packaging in accordance with Basic Contract





 Not Appl

8.  TRANSPORTATION         


                              DD Form 1653 Transportation Data Solicitation

                               In accordance with Basic Contract

                               Not Appl
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 9.  SOLE SOURCE JUSTIFICATION   

         UNDER $2500 Sole Source Justification Not Required


         Sole Source Justification required over $2500 


          Not Restricted to specified sources  

          

 
CLASS J&A Applies


   
 

10.  QUANTITY VARIATION      

_________No Variation Accepted 

_________% Variation Accepted  

11.  DD FORM 254    Not Required-Not Classified____  

                                         LX Security Attach _____




         In Accordance W/Basic Contract _______


12.  New Start Form  

Required_________

Not Required_________
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13. CACTI

Attached______

Not Attached_______

14. GFP Listing

Attached_____

Not Attached_____
15. Statement of Work Attached:  Yes___  No___

       DD Form 1423 Attached:  Yes____  No____

       Other Contract Attachments attached:  Yes___  No___

16. PART NUMBER Prefixes:   

No Prefix Assigned _____ 

Prefix to Identify Prime Contractor Only _____

Prefix should be included on the shipping document _____
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ROUTING SLIP FOR UNDER $5M

ROUTING SLIP FOR UNDER $5M

LXA_________________________

LXE_________________________

78ABW/LGTPM________________        
78ABW/LGTPM________________

78ABW/LGTPL________________        
 78ABW/LGTPL________________

LXCP_________________________     
 LXCP_________________________

LXK__________________________      
LXK__________________________ 

IN TURN





IN TURN
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OZONE DEPLETING STATEMENT

REQUIRING ACTIVITY STATEMENT

Purchase Request Number: ________________________

Description: _____________________________________________________________

“I have reviewed the requirement, including available technical documentation, and believe that it does not require the contractor to use Class 1 Ozone Depleting Substance (ODS) identified in Air Force Policy, nor is it written so that it can only be met by the use of a Class 1 ODS.”








__________________________________________








 (Technical Reviewer)

INSTRUCTIONS FOR PURCHASE REQUEST PROCUREMENT DATA LOADS

When you initiate a PR the date you input on the PR Form will show as the revised NDD on the miscellaneous data screen.  After a contract has been awarded for your PR, you always need to go to the 1-12-7 screen to load the correct information (Contract Number, Award date and Price) of the Miscellaneous Data Screen You will also need to load the repair price or unit price listed on the contract.  After you make this input you cannot change it. Your contractor will annotate the PR with his estimated delivery date, you will concur/nonconcur and send to contracting.   Once you have input a date in the field, you cannot change it.  Please verify before the actual input, this date is the approved date from the PR.  If your Original NDD is the same as the date on your original PR you are finished.  If the revised date is different from the original date you input when the PR was initiated, you will also need to go to the status screen 1-5 and input the same date (original NDD). As you update your prices from your LMR for your Purchase Request you will need to make all changes on the Miscellaneous Data Screen.  This input will overlay to the Item Record.
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If you have a no cost Purchase Request you will need to load a penny in the price field.  Then you will need to go to the Item Record and re-input the last price available before the no cost Purchase Request was input.  You should then go to the remarks screen to add a reason why as to why the PR number is no cost. 

Now you will also need to load an Original NDD for each due in document number.  This original NDD is the date listed on the contract.  After you input this date, it cannot be changed so be careful when you load the date. All changes to NDD made after this first original input must be made on the status screen (1-5).

IF CONTRACTOR HAS IMPLEMENTED CALMSS 

If item is being procured from your contractor and they have Contractor Automated Logistics Management Supply System (CALMSS) they have the capability to input status updates for Estimated Delivery Date (EDD), Unit Price for PRs directly into CALMSS using the Contractor Status Screen.  IM will concur or non-concur on the submitted status change and forward to their Contracting Officer for their concurrence/non-concurrence and signature.

When item has come off the production line and is ready to be delivered the contractor will receipt item in on the Contractor Receipt screen; thereby, increasing the contractors serviceable balance.  Automatic shipment of the item will occur if the IM has a Due Out document number loaded against the Due In number. Shipping document will print at the contractor facility for contractor shipment of asset to LX or direct to operating location if there is an open requisition. For shipments involving serialized items, a continuation sheet listing applicable serial numbers will also be produced when the shipment quantity exceeds one.  If the item being shipped is coded as classified, a Classified Hand Receipt will also be produced with the shipping document.

Once the DD250 has been signed off on by DCMA or appointed person the contractor will input transportation information for asset shipped from their facility using the Contractor Transportation Shipment Suspense Update screen.

IF CONTRACTOR HAS NOT IMPLEMENTED CALMSS

If item is being procured from your contractor and they have not implemented CALMSS they must deliver their status updates for Estimated Delivery Date (EDD), Unit Price for PRs via the Logistic Management Report (LMR).  IM will concur or non-concur on the submitted status changes and forward to their Contracting Officer for their concurrence/non-concurrence and signature.
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When item has come off the production line and the DD250 has been signed the contractor will follow the shipping instructions provided on the PR.  If the shipping instructions have changed then it is the responsibility of the IM to initiate an amendment to the PR for the contractor to ship the item against the amended shipping instructions.  

OPR:  WR-ALC/LXLS (Pam Cairnes)                                     Page 14 of 14

DISTRIBUTION 








































