14 May 2002

INFORMATION PAPER

Subject:  Submitting Purchase Requests (DA Form 3953) to HQ

Cadet Command

1.  Purpose.  To provide guidance on the proper procedures when submitting Purchase Requests to HQ Cadet Command.  Listed are some of the more common problems, and how to avoid them.

2.  Facts.
    a.  Procurement requests over $2,500 must be sent to HQ Cadet Command Acquisition Team for review/validation prior to forwarding to the Directorate of Peninsula Contracting (DPC) or the TRADOC Acquisition Center (TAC), both of which are located at Ft. Eustis, VA.

    b.  All vendors doing business with DoD must register in the Central Contractor Registration (CCR) database.  This applies to all procurements over $2,500.  Registration will provide the vendor with a Commercial and Government Entity (CAGE) code that is required if they conduct business with the government.  Failure to acquire a CAGE code will result in requirements not being processed for contractual services in support of government needs.  Registration may be accomplished at the CCR website: http://www.ccr.gov.
    c.  Any procurement over $2,500 requires competition.  Competition requirements are based on law.  The contracting personnel are bound by those laws, and are extremely limited in waiving the competition requirements.  For instance, the Competition in Contracting Act states that lack of advance planning or concerns that the funds will not be available in the future are NOT considered adequate justification to waive competition.  Generally, the contracting personnel ask that you list three potential vendors for your procurement, to include address and telephone number.
    d.  If you feel there is only one possible vendor who can fulfill your procurement needs, you must submit a sole source justification.  For procurements between $2,500 and $100,000 there is a form you must fill out (Simplified Acquisition Procedures (SAP) Justification for Other Than Full and Open Competition; attached).  

        (1)  Keep in mind that convenience is not a sole source justification.  For instance, JROTC bus transportation services over $2,500 must be competed.  You cannot list the local school system as a sole source just because it’s easier for you to use their buses.

        (2)  Also, a contract for rooms on a military installation must be competed against the local hotel market unless there is a compelling reason why the individuals must stay on post.  If that reason truly exists you must submit a Sole Source Justification with your procurement request, and explain the reason in detail.  Do not confuse a contract for billeting requirements with TDY regulations that require you to stay on post.

    e.  Procurement Administrative Lead Time (PALT) begins when the procurement package arrives at DPC.  Because of the competition requirements it is imperative that you plan enough lead-time.  For instance, a request for services between $25,001 and $100,000 will require 120 days of lead-time for DPC to prepare the contract.  Listed below are the PALT Goals for supplies and services over $2,500.


PALT GOALS

Type of
$2501‑
$25,001
Over

Acquisition
~25,000
$100.000
~100,000
Supplies
30 days
70 days
90 days

Services
90 days
120 days
180 days

NOTE:  You must add at least two weeks to these goals to factor in mailing time to HQ Cadet Command, legal review when required, processing by Resource Management, and finally transmittal to Ft. Eustis.

    f.  Splitting requirements to remain under a certain dollar threshold is not allowed.  A prime example is transportation for cadets going to camps or training.  If a bus is required to get them to a certain location it is obviously needed to get them back.  The round trip would be considered one contract, not two separate actions.  You cannot split them to remain under the IMPAC threshold of $2,500.  A contract must be done for the entire trip.

    g.  You, as the customer, must provide as much information as possible to get the supplies or services that you need.  Specify only what is actually needed.  Any restrictive feature listed to limit competition must be eliminated from your item description.

        (1)  For supplies, provide specifications that list the essential physical and functional characteristics of the item needed.  Do not simply list a brand name.  Any request for a specific make or model must be supported with an attached justification as to why that manufacturer’s product is the only one you can use.

        (2)  For services, a Statement of Work (SOW) is generally required.  Describe what is to be done, how much, when, and to what standard of acceptance.  Do you need a bus?  How big must it be and how far must it travel round trip?  Will the driver remain at the training site or drop off and return?  What are the inclusive dates?  How many passengers will there be?

    h.  Finally, here are a few Do’s and Don’ts of Contracting:

     (1)  The Do’s:
        (a)  Present complete facts up‑front.

        (b)  Most requirements are known months in advance.  Coordinate with the HQ Cadet Command Acquisition Team early.  

        (c)  Provide all documentation.

     (2)  The Don’ts:  

        (a)  Talking with potential contractors about ongoing or upcoming acquisitions.

        (b)  Contacting contractors to negotiate prices or delivery.

        (c)  Providing information on government price estimates to contractors.

        (d)  Telling contractors about their competitor's bids or proposals.

        (e)  Making statements, which may be construed as a commitment by the government.

        (f)  Permitting or instructing a contractor to change a contract.

        (g)  Modifying the scope of effort prescribed in an existing contract.

        (h)  Splitting requirements to avoid procurement thresholds.

        (i)  Signing letters of intent to purchase.

        (j)  Requesting/accepting a loaned piece of equipment, free sample, extra work, or free demonstration.

        (k)  Defining statement of work and specifications to fit the product or capability of a single contractor.

        (l)  Defining "pre‑qualification" standards or specifications to exclude otherwise qualified contractors or their products.

        (m)  Violating standards of ethical conduct. DOD 5500.7‑R Joint Ethics Reg (JER).
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	SIMPLIFIED ACQUISITION PROCEDURES (SAP)

JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION



	SOLICITATIONS MAY BE LIMITED TO ONE SOURCE ONLY IF THE CONTRACTING OFFICER DETERMINES THAT ONLY ONE SOURCE IS REASONABLY AVAILABLE.  THIS DETERMINATION MUST BE SUPPORTED WITH FULL JUSTIFICATION FOR SOLE SOURCE FROM THE CUSTOMER.  WHEN THE CUSTOMER DESCRIBES AN ITEM WITH A PURCHASE DESCRIPTION, WHICH LIMITS THE AVAILABILITY TO ONE SOURCE, THE JUSTIFICATION MUST EXPLAIN WHY THE ITEM IS THE ONLY ONE THAT WILL MEET THE GOVERNMENT’S REQUIREMENT. STATEMENTS SUCH AS "ONLY KNOWN SOURCE" OR "ONLY SOURCE WHICH CAN MEET THE REQUIRED DELIVERY DATE" ARE INADEQUATE TO SUPPORT A SOLE SOURCE PURCHASE.  THE CUSTOMER SHALL PROVIDE THE FOLLOWING INFORMATION: 

	1. PURCHASE REQUEST OR REQUISITION NUMBER


	2. PROJECT/TASK NUMBER

	3. ESTIMATED AMOUNT (OVER $2,500 BUT NOT EXCEEDING $100,000)



	2. BRIEF DESCRIPTION OF SUPPLIES OR SERVICES REQUIRED AND THE INTENDED USE.



	3. UNIQUE CHARACTERISTICS THAT LIMIT AVAILABILITY TO ONLY ONE SOURCE, WITH THE REASON NO OTHER SUPPLIES OR SERVICES CAN BE USED.



	4. REASON THAT SUGGESTED SOURCE IS THE ONLY SOURCE WHICH CAN PROVIDE THE SUPPLIES OR SERVICES



	5. EXPLAIN WHY AN ADEQUATE PURCHASE DESCRIPTION OR OTHER INFORMATION SUITABLE TO SOLICIT BY FULL AND OPEN COMPETITION HAS NOT BEEN DEVELOPED OR ARE NOT AVAILABLE.



	6. PROVIDE A STATEMENT OF ACTIONS, IF ANY, THE GOVERNMENT MAY TAKE TO REMOVE OR OVERCOME ANY BARRIERS TO COMPETITION BEFORE FUTURE ACQUISITIONS ARE REQUIRED.  IF THIS IS A FOLLOW-ON ACTION TO A PREVIOUSLY COMPETED ACTION, SO STATE.



	7A. SIGNATURE AND TITLE OF CUSTOMER

	7B. TELEPHONE NUMBER

	7C. DATE



	8A. SIGNATURE OF CONTRACTING OFFICER

	8B. TELEPHONE NUMBER
	8C. DATE
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