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February 12, 2001

DRMS CONTRACTI NG DI RECTI VE
This publication has been revised significantly
and rmust be reviewed in its entirety.

A. REFERENCES. This directive supplenents and inplenents the
foll owing publications and nust be read with these
publ i cati ons.

1. Federal Acquisition Regulation, Title 48.

2. Departnent of Defense (DoD) Federal Acquisition
Regul ation Suppl enent .

3. Defense Logistics Agency Directive, DLAD 4105.1

4. DRMS Directive 4105.1, DRMS Contracting Directive,
February 4, 2000 (hereby superseded).

B. PURPOSE. This directive:
1. Supersedes reference A4.

2. Supersedes DRMS-P Procurenment Letters up to and
i ncludi ng Procurenent Letter 2001-01.

C. APPLICABILITY AND SCOPE. This directive is applicable to
all contracting elenments within DRVS.

D. DEFINTIONS. (Reserved for future use.)

E. POLICY. The DRMS Commander issues the policy established
by this directive by the authority of the Executive Director,
Contracting, Headquarters (HQ DLA. The policy is included at
Encl osure 1, and follows the nunmbering system of the Federal
Acqui sition Regul ati ons System

F. RESPONSIBILITY. All procurenent officials are responsible
for carrying out the policy outlined in Enclosure 1.

G EFFECTI VE DATE AND | MPLEMENTATION. This directive is
effective and shall be inplenented upon signature by the DRMS
Executive Assistant.
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H. | NFORMATI ON REQUI REMENTS. (Reserved for future use.)

BY ORDER OF THE COMMANDER

/sl
JANI NE DES VO GNES
Executi ve Assi st ant
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ENCLOSURE 1

GENERAL STRUCTURE

SUBCHAPTER A - GENERAL

Part
Part
Part

Part

1 Federal Acquisition Regulations System
2 - No DRMS Coverage (Definitions of Words and Ter ns)

3 - I nproper Business Practices and Personal Conflicts of
| nt er est
4 - Adm nistrative Matters

SUBCHAPTER B - ACQUI SI TI ON PLANNI NG

Part
Part
Part
Part
Part
Part
Part
Part

5 - Publicizing Contract Actions

6 - Conpetitive Requirenents

7 - Acquisition Planning

8 — No DRMS Coverage (Req’ d Sources of Supplies/ Services)
9 - Contractor Qualifications

10 — Market Research

11 - Describing Agency Needs

12 - Acquisition of Commercial Itens

SUBCHAPTER C - CONTRACT METHODS AND CONTRACT TYPES

Part
Part
Part
Part
Part
Part

13 - Sinplified Acquisition Procedures
14 - Seal ed Bi ddi ng

15 - Contracting By Negotiation

16 - Types of Contracts

17 - Special Contracting Methods

18 - Reserved in FAR

SUBCHAPTER D - SOCI OECONOM C PROGRAMS

Part
Part
Part
Part
Part

Part
Part
Part

19 - Small Business Prograns

20 - Reserved in FAR

21 - Reserved in FAR

22 - No DRMS Coverage (Application of Labor Laws)

23 - Environnent, Conservation, COccupational Safety, and
Drug- Free Workpl ace

24 - Protection of Privacy and Freedom of |Information

25 - No DRMS Coverage (Foreign Acquisitions)

26 - No DRMS Coverage (Other Socioeconom c Prograns)
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SUBCHAPTER E - GENERAL CONTRACTI NG REQUI REMENTS

Part 27 - No DRMS Coverage (Patents, Data & Copyrights)

Part 28 — Bonds and I nsurance

Part 29 - No DRMS Coverage (Taxes)

Part 30 - No DRMS Coverage (Cost Accounting Standards Adm n.)
Part 31 - No DRMS Coverage (Contract Cost Principles)

Part 32 — Contract Financing

Part 33 - Protests, Disputes, and Appeal s

SUBCHAPTER F - SPECI AL CATEGORI ES OF CONTRACTI NG

Part 34 - No DRMS Coverage (Special Categories of Contracting)
Part 35 - No DRMS Coverage (Research & Devel opnent
Contracting)

Part 36 - No DRMS Coverage (Construction Contracting)

Part 37 - Service Contracting

Part 38 - No DRMS Coverage (Federal Supply Schedul e
Contracting)

Part 39 - Acquisition of Information Resources

Part 40 — Reserved in FAR

Part 41 - No DRMS Coverage (Acquisition of Uility Services)

SUBCHAPTER G - CONTRACT MANAGEMENT

Part 42 - Contract Adm nistration

Part 43 - Contract Modifications

Part 44 - No DRMS Coverage (Subcontracting Policies &
Procedures)

Part 45 - No DRMS Coverage (Governnment Property)

Part 46 - Quality Assurance

Part 47 — No DRMS Coverage (Transportation)

Part 48 — No DRMS Coverage (Value Engi neering)

Part 49 - Term nation of Contracts

Part 50 - No DRMS Coverage (Extraordi nary Contractual Actions)
Part 51 - No DRMS Coverage (Use of Govt. Sources by
Contractors)

SUBCHAPTER H - CLAUSES AND FORMS
Part 52 - Solicitation Provisions and Cl auses

Part 53 - Forns
Part 90 - Suppl enental Procedures
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PART 1

FEDERAL ACQUI SI TI ON REGULATI ONS SYSTEM
SUBPART 1.1 - PURPOSE, AUTHORI TY, | SSUANCE
1.101 Purpose.

This directive is issued by the Commander, Defense
Reutilization and Marketing Service, by the authority of the
Executive Director, Contracting, Headquarters (HQ, DLA. It

i npl ements and suppl ements the Federal Acquisition Regulation
(FAR), the DoD FAR Suppl emrent (DFARS), and the Defense

Logi stics Acquisition Directive (DLAD). This directive is not
a stand-al one docunent and nust be read in conjunction with

t he FAR, DFARS, and DLAD. Supplenentation of this directive
is prohibited.

1.104 Applicability.

(a) This directive is applicable to all contracting
el ements within DRMVS.

SUBPART 1.3 - AGENCY ACQUI SI TI ON REGULATI ONS
1.301-90 Contracting office guidance.

(b) DRMS-POP is the contracting el ement responsible for
forwardi ng copi es of applicable procedural instructions to
HQ DLA/J-33 (DLSC-PPP) for review after publication

1.301-91 Contracting office clauses.

(a) Applicable clauses and provisions shall be forwarded
to
DRMS- POP upon incorporation in a contract.

(b) Applicable clauses shall be provided to DRMS-POP for
review prior to use. DRMS-POP will assign the requisite
nunbers to | ocal clauses. DRMS-POP shall forward cl auses and
provi sions to HQ DLA/J-33(DLSC-PPP) subsequent to review.
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SUBPART 1.4 - DEVI ATI ONS FROM THE FAR
1.490 Subm ssion of requests for deviations.

(a) Requests for authority to deviate fromthe provisions
of the FAR or the DFARS shall be submtted to J-33 (DLSC-PPP)
Vi a
DRMS- POP.

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

1.601 General. The Vice President of Contracting, DRMS-P, is
the Chief of the Contracting Ofice for all DRMS contracting
el ements. DRMS-POP is responsible for and will maintain and
report information regarding all del egations of authority.

1.602 Contracting officers.
1.602-1 Authority.

(a) DRMs-POP shall prepare and maintain a current listing
of all DRMS contracting officers and the |imts of their
authority. This listing shall be submtted to DLSC-PPP at the
begi nni ng of each fiscal year.

1. 602-2 Responsibilities.

(90) Contracting officers are responsible for effective
contracting. Contracting officers shall request and consider
t he advice of specialists in audits, |aw, engineering,
transportation, and other fields, as appropriate. Non-
concurrences should be resolved at the | owest | evel possible.
Failure to resol ve substantive issues will be elevated within
t he DRMS-P managenent chai n-of-command. Contracting officers
are responsi ble for notifying the chairman of the review board
if a contract action nmust be conpleted with significant
unresol ved non-concurrences in the file.

1. 602-3 Ratification of unauthorized conmm tments.
(b) Policy.

(3) Al ratification actions |less than the sinplified
acqui sition threshold shall be forwarded to the DRMS Commander

6



02/ 13/ 01 DRMS- D
4105.1
8:15 AM

DRMS- P
for approval after review and conment by the O fice of
Counsel. Ratification's resulting from actions of personnel
fromthe Defense Logistics Information Service (DLIS) shall be
coordinated with DLIS-D, and forwarded to DRMS-D after review
and comment by the Ofice of Counsel.

(i) Funds shall be commtted prior to obtaining the
Commander’ s approval to ratify.

(4) Actions exceeding the sinplified acquisition
threshol d nust be approved by the Head of the Contracting
Activity (HCA), J-33 (DLSC-P), Headquarters, DLA. Such
actions nust be forwarded by the DRMS Conmander, after
concurrence by the O fice of Counsel.

1. 603 Selection, appointnment, and term nation of appointnment.
1. 603-2 Sel ection.

(90) (a) (4) SAMPLE CONTRACTI NG OFFI CER WARRANT PROGRAM
SELECTI ON STATEMENT.

The format at DLAD 4105.1, Subpart 1.603-2, shall be used by
potential appointees. The candidate’ s supervisor shall review
the statenent for accuracy and conpl eteness prior to
forwardi ng to DRMS- POP

1.603-3 Appoi nt nent.

(a) The supervisor shall prepare a request using the
format outlined in DLAD 4105.1, Subpart 1.603-3 for requests.
This request shall be submtted to DRMS-POP with the potenti al
appoi ntee’s statenment for review. DRMS-POP may el ect to have
t he package jointly reviewed by the Contracting Oficer Review
Board (CORB). |If the DRMS-POP Chief or the CORB S
recomrendation is to submt the candidate’s nane for a
warrant, DRMS-POP shall prepare the Standard Form (SF) 1402,
Certificate of Appointnent and an acconpanyi ng nmenorandumto
forward to the commander

(b) Al'l nonmi nations for appointnment of DRMS contracting
officers shall be submtted to DRMS-D by the Chief of the
Contracting Office.

1.603-92 Contracting Oficer Review Program
7
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(a) The CORB shall perform an annual review and
assessnment of the organizational need for contracting officer
appoi ntments. DRMS-POP shall naintain copies of all pertinent
dat a.

(2)(ii)(A) The CORB shall review and approve initial
contracting officer appointnment procedures on an as-needed
basis and shall conduct reviews of each contracting officer
appoi ntment in accordance with DLAD 1.603-92(a)(2)(ii)(A).
The CORB shall conduct reviews once every 3 years and prepare
written docunmentation of the results by the tenth working day
after conpleting the review

(b) CORB nenbers:

1. DRMs-P, Chairnan

2. DRMS-POP, Branch Chief, and

3 Di vi si on or Branch Chiefs designated by the
chai r man

4. Recorder designated by the chairnan

The board recorder shall prepare a witten sunmary
i medi ately after the CORB neeting for approval and signature
by the board chairman.

1. 603-93 Sel ection, appointnent, evaluation, and term nation
of appoi ntnment of contracting officer’s representatives and
contracting officer’s technical representatives.

(a) Designation and training.

1. Only individuals who have received the appropriate
training shall be appointed as Contracting O ficer
Representatives (CORs) by the contracting officer. The
Di vi si on Chief or Chief of the Contracting Ofice may grant
wai vers to these training requirenents on a case by case
basi s.

2. The training and duties for Hazardous Waste
contract CORs are outlined in Subpart 90 of this docunent.

(b) Evaluation and docunentati on.
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1. To facilitate supervisory nonitoring of
performance, docunentation in the COR activity file shall be
made available to the COR s functional supervisor
sem annual ly. This availability will be the nonth prior to
performance apprai sals and nid-year performance revi ews.
Contracting officers are responsible for notifying supervisors
of the existence and availability of this docunentation.

2. The appointing contracting officer shall conduct
reviews of the CORs. The DRMS Form 1900, Annual Contracting
O ficer’'s Representative Review and Eval uation, shall be
utilized.

1.690 Contract Cl earance and Oversi ght Process

1.690-2 Policy

(c)(1) DRMS conmplies with the requirenment of DLAD 4105.1,
Subpart 1.690-2 by establishing a board of review  Specific
voti ng nmenber appointnents for the board of review are:

Chai rperson: Vice-President, DRMsS-P

Al ternate Chairperson: Chief, DRMS-POP
Al'l DRMS-P Division Chiefs

Al l DRMsS-P Branch Chiefs

Cogni zant program office representative

g wN e

Ad hoc, non-voting board nmenmbers are as follows:

Case initiator

DRMS Smal | Busi ness Speci ali st
DRMS- POP Cost/ Price Anal yst

O fice of Counsel representative

A OWN PR

General Procedures & Responsibilities.

a. The decision of the board will be reached by majority
vote. However, as the focal point for oversight w thin DRMS,
the Chief of the Contracting O fice has the authority to
overrul e the decision of the board.

b. The case initiator shall distribute board packages no
|l ess than 1 working day prior to the board neeting.
Exceptions may be made in energency situations with the prior
written
approval of one of the contracting officer’s supervisors.

9



02/ 13/ 01 DRMS- D
4105.1
8:15 AM

DRMs- P

c. In the event the Chairperson and Alternate Chairperson
are absent, another DRMS-P Division Chief or Branch Chief wll
chair the nmeeting. 1In no instance will the Source Sel ection
Aut hority chair the meeting.

(2) DRMS-P review requirenents.
a. Pre-award contract actions.

1. Proposed solicitations exceeding the
sinplified acquisition threshold shall be reviewed by the CRB
prior to issuance. The Chief of the Contracting Ofice shal
approve exceptions in witing.

2. Proposed contract awards exceedi ng the
sinplified acquisition threshold shall be reviewed by the
board prior to award. Orders issued under indefinite
delivery-type contracts and GSA Federal Supply Service
contracts where price is the sole evaluation factor are
excluded fromthis requirenment.

3. Contract nmodifications in excess of the
sinplified acquisition threshold shall be reviewed. Pre-
priced, previously evaluated options are excluded fromthis
requirement.

4. A unique action |less than the sinplified
acqui sition threshold when determ ned by the contracting
officer or one of his supervisors. |Illustrative exanples
i nclude: actions which resulted in a sole offer, proposed
advi sory and assi stance service solicitations, any action
conducted under Iless than full and open conpetitive
procedures, or a solicitation anticipating award of a contract
other than firmfixed price.

5. Al clains shall be reviewed by the CRB
prior to issuance of a final decision.

6. All proposed term nations for default.

7. Proposed term nation for convenience
actions in excess of the sinplified acquisition threshold.
Term nation for conveni ence actions initiated on orders issued
under an indefinite delivery type contracts for the sole

10
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pur pose of correcting Governnent pre-award adm nistrative
errors are specifically excluded fromthis requirenent.

8. Al termnation settlenents in excess of
the sinplified acquisition threshold.

9. All negotiated out-of-court settl enent
agreenents arising under or relating to a contract.

10. All requests for equitable adjustnent
(REA) greater than $25,000 shall be reviewed by the Board
bef ore execution of a nodification or decision letter. Board
review of requests for equitable adjustment of |ess than or
equal to $25,000 shall be at the discretion of the division
chi ef .

11. All requests for proposed suspensi on or
debar ment .

12. Proposed denmand letters in excess of
$25, 000.

13. All acquisitions conducted using “phased
conpetition” described in DLAD 4105.1, Subpart 15.101-90.
Such acquisitions shall be reviewed at the review | evel s
required for the dollar value for the entire acquisition, not
just the specific phase in process.

3. The case initiator shall conpile a package for review
consisting of the follow ng docunents:

M nutes of the pre-issue review
Pre-negotiation Briefing Menorandum (| ess
attachnents)

- Price Negotiation Menorandum

- Best Val ue Menorandum for the Record

- Award Docunent plus all post-issue

amendnment s
- Section “B” of the contract
- Pre-award | egal review

Board Recorder Responsibilities.

The board recorder is responsible for the follow ng actions:

11
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a. Recording the attendance of Board menbers.
b. Preparation of board of review mnutes. The
contracting officer shall initial and Chairperson shall sign
the m nutes of each review board. M nutes shall include the

following m ni muminformation:

1. Solicitation nunber, contract nunber, delivery
order or task order nunber.

2. Date of neeting.

3. Nanes and organi zati onal codes of al
partici pants.

4. A conplete, accurate and concise summary of al
the comments nade for the record by board participants.

c. Pronpt distribution of the m nutes of the Board
nmeeting to the case initiator.

d. Maintenance and retention of a Board case register
containing a fully executed copy of the contract review board
m nut es.

(d) DRMS-POP will randomy review sel ected actions
bel ow the sinplified acquisition threshold on an annual basis.
DRMS- POP’s findings will be forwarded to the Chief of the
Contracting Office.

1.691 Legal Review.

(c) Contracting officers shall ensure |egal reviews are
acconplished on all solicitations and contractual actions in
accordance with the thresholds stated in the Defense Logistics
Acqui sition Directive (DLAD) 4105.1, Subpart 1.691.
Contracting officers, at their option, may request | egal
review on actions under these threshol ds.

(1) O her actions requiring review by the DRMS O fice
of Counsel .

a. All justifications for other than full and
open
conpetition requiring certification by the DRMS Conmmander.

12
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b. AlIl disputes, appeals, and final decisions.

c. Requests for equitable adjustnments greater
t han or equal to $25, 000.

d. M stakes in bids.

e. Cains.

f. Exercise of options in excess of the dollar
threshold stated in DLAD 1.691 (includes unilateral extensions
of service).

g. Notice of assignnments.

h. Recommendati ons for ratification of
unaut hori zed conmm t nents.

i . Bonds and consent of surety.

j . Novation agreenments or change of nane
agreenents.

k. | nsurance certificates.

| . Pr ot est s.

m Late bids or proposals.
n. Cancellation of sealed bids after opening.

0. Mnor informalities or irregularities in
bi ds.

p. Termnations for default.

g. Term nations for convenience of the
Government for actions exceeding the dollar threshold in DLAD
4105.1, Subpart 1.691. This excludes a term nation for
conveni ence action under a delivery or task order issued
agai nst an
I ndefinite Delivery Type Contract (IDTC) when such term nation
is taken as a result of Governnent adm nistrative error (e.g.,

13
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aline itemis deleted froma hazardous waste di sposal task
order due to msidentification or m ssing waste).

r. Modifications to delivery/task orders over
t he
sinplified acquisition dollar threshold. This excludes
nodi fications issued as a result of a request froma
contracting officer’s representative (COR) to correct contract
line item nunbers (CLINs), or effect weight adjustnent on
hazar dous waste di sposal task orders.

14
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PART 3

| MPROPER BUSI NESS PRACTI CES AND PERSONAL CONFLI CTS OF | NTEREST

SUBPART 3.104-5 — DI SCLOSURE, PROTECTI ON, AND MARKI NG OF
CONTRACTOR BI D OR PROPOSAL | NFORMATI ON AND SOURCE SELECTI ON
| NFORMATI ON

(a) If you are assigned as a project manager, program nmanager,
a nenmber of a technical evaluation committee or an acquisition
t eam nmenber, you may have access to procurenent sensitive
information. In order to maintain the integrity of the
procurenment, it is inportant that such information be shared
only with those that have a need to know. By adhering to the
foll owi ng basic rules, you help ensure the procurenment wl |

not be conprom sed.

(i) I'f the purchase request has been forwarded to
Contracting for action, then refer all requests for
information or status to Contracting. This includes requests
made by your supervisor(s) or upper managemnent.

(ii) Do not reveal either the nunmber or the identity of
of ferors.

(ii1) Do not discuss the specifics of the acquisition
with anyone not on the acquisition team This includes
supervi sors or
managers. Discuss specifics only with those nenbers of the
acquisition teamthat have a need to know the specific the
i nformati on bei ng di scussed.

SUBPART 3.8 - LIMTATION ON THE PAYMENT OF FUNDS TO | NFLUENCE
FEDERAL TRANSACTI ONS

3.804 Policy.

(b) DRMsS-POP shall submt all SF LLL and LLL-A Di sclosure
Forms or negative reports to DLSC-PPP no |ater than April 20
and October 20 each year. All contracting el ements shal
submt their reports to DRMS-POP no | ater than April 5 and
Cct ober 5 each year

15
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PART 4

ADM NI STRATI VE MATTERS
SUBPART 4.6 - CONTRACT REPORTI NG
4.670 Defense Contract Action Data System ( DCADS) .
4.670-3 Contracting office responsibilities.

(a)(2)(iv) In accordance with DLAD 4.670-3(a)(2), al
DRMS contracting el ements shall input DD Form 350, I ndividual
Contract Action Report, records within 3 workdays after award.
DRMS contracting officers shall follow up to assure the
initial record input was not rejected by DCADS. DCADS nay
reject records for up to 3 workdays after initial entry.
Error correction nust be acconplished within 3 workdays from
the date the error first appears in the system The contract
file must contain a copy of the original DD Form 350 signed by
the contracting officer, the printout fromthe initial DCADS
entry and the follow up DCADS verification show ng zero
errors.

(b)(2)(i) 1In accordance with DLAD 4.670-3(b)(2) (i), al
DRMS contracting el ements nust submt the DD Form 1057,
Mont hly Contracting Sunmmary Report of Actions $25,000 or Less,
by the third workday following the 25th of the nmonth. All
contracting elenments shall submt their Septenber data to
DRMS- POP by the third workday after Septenmber 30.

17
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PART 5
PUBLI Cl ZI NG CONTRACT ACTI ONS
SUBPART 5.2 - SYNOPSES OF PROPOSED CONTRACT ACTI ONS
5.201 General

Prior to synopsis of any contract action over $100, 000,
contracting officers shall ensure a properly executed DD Form
2579, Smal | Business Coordination Record, is signed by the
DRMS Smal | Busi ness Specialist. Actions over $10, 000 which
will not be set aside for small business nmust be signed by

t he DRMS Speci al Assistant for Small Business prior to
initiating any contract action.

5.207 Preparation and transmttal of synopses

(a) Contracting officers are responsible for obtaining
physi cal evidence that individual solicitation and contract
award synopses was successfully transmtted to the Commerce
Busi ness Daily. Evidence of the transmttal and publication
shall be placed in the contract file.

SUBPART 5.3 - SYNOPSES OF CONTRACT AWARD
5.301 CGeneral.

(a) Contracting officers shall synopsize and transmt for
publication all applicable contract awards or other post-award
contract action in excess of the sinplified acquisition
t hreshold in the Comrerce Business Daily within 3 business
days after award.

18
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PART 6

COMPETI TI ON REQUI REMENTS
SUBPART 6.3 - OTHER THAN FULL AND OPEN COMPETI Tl ON
6.302-2 Unusual and conpelling urgency
(c) Limtations.

(1) Justifications for other than full and open
conpetition are not required to be executed before award in
unusual and conpelling urgency conditions when preparation of
t hese docunments woul d unreasonably del ay the acquisition.
Attenpts shall be made to process justification docunents
concurrently, if not prior to, contract award. \Were
justifications are not conpleted and approved prior to award,
the justification shall be conpleted no I ater than 10 busi ness
days after award of the contract action.

6.303 Justifications.
6.303-1 Requirenents.

(a) The requisite technical programoffice approval |evel
for justifications required by FAR 6.303-1(b) are as follows:

(1) Less than or equal to $500,000 - Division Chief

(2) $500,000.01 - $10 mllion — Vice President or
Executive Vice President of the DRMS Headquarters program
office, or the Conmander, National Command, or the Commander,
| nt ernati onal Conmand.

(3) Geater than $10 mllion - DRMS Commander, or
hi s desi gnee.

6.304 Approval of the justification.

(a) Before executing any justification for other than
full and open conpetition, the contracting officer shall have
in custody the required FAR 6.303-1(b) certification.

(b) The approval levels for justifications required by
FAR 6. 304 are as foll ows:
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(1) Less than or equal to $500,000 — Contracting
O ficer

(2) $500,000.01 - $10, 000,000 — DRMS Conpetition
Advocat e

(3) Geater than $10 mllion — HQ DLA, ATTN. J-33
(DLSC- P)

SUBPART 6.5 - COVPETI TI ON ADVOCATES
6.502 Duties and Responsibilities.

A position within DRMS-POP shall be formally designated as the
DRMS conpetition advocate. Duties and responsibilities are
contained in the DoDD 5000.1, Defense Acquisition, and DLAR
4105. 17, Defense Logistics Agency (DLA) Conpetition Advocate
Progr am

20
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PART 7

ACQUI SI TI ON PLANNI NG
SUBPART 7.1 - ACQUI SI TI ON PLANS

(91)(a) Witten acquisition plans for all actions
exceeding the sinplified acquisition threshold shall be
prepared. Acquisition plans for routine, repetitive
acqui sitions may be prepared on the DRMS Acqui sition Plan
Form Plans for nore conplex acquisitions shall be prepared
i ncorporating all the applicable information fromthe FAR,
DFARS, and DLAD 4105.1, Subparts 7.105 and 90.1101. Each plan
shall include step by step m | estones.

(b) When using the DRMS Acquisition Plan Form and
best val ue award eval uati on procedures, the Acquisition Plan
must al so include an Individual Acquisition Plan Suppl enent.

(c) Approval levels for acquisition plans are as
fol | ows:

1. For hazardous waste di sposal services, precious
nmetal s recovery services, purchase of consumabl e base
operating supplies or services, one nmanagenent | evel above the
contracting officer.

2. For acquisitions identified as “Enterprise
Managenent” initiatives, the chief of the contracting office
shal | establish the acquisition plan approval |evel.

(93) Contracting officers shall ensure conpl eted
acqui sition plans sinultaneously acconpany justifications for
other than full and open conpetition when such docunents are
required to be forwarded to the DRMS Conpetition Advocate.

7.103 Agency head responsibilities.
(a) The Contract Log of Contract Advisory and Assistance
Services, Periodicals, Panphlets, and Audi ovi sual Products

required by DLAD 4105.1, Subpart 7.103(a) shall be nmaintained
by DRMs- PQO.
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7.104 General procedures.

(a) Al'l purchase requests for contractual actions
forwarded by the programoffice to the procuring activity nust
include the followng as a mnimm (1) full funding,

i ncludi ng accounting and appropriation data, (2) a conplete
statenment of work, and (3), a programoffice price estimate to
i nclude detail ed supporting backup consisting of mathemati cal
cal cul ati ons, assunptions and other supporting narrative text.

(b) Contract nodification requests submtted by the
program office to the contracting activity must include the
following information, in addition to those in paragraph (a)
above, if applicable:

(1) Contract nunmber or delivery/task order nunber
(2) CLIN and supply/service description

(3) Estimated quantity

(4) Special terns, conditions or informtion

rel evant
to the requirenent
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PART 9
CONTRACTOR QUALI FI CATI ONS
SUBPART 9.1 - RESPONSI BLE PROSPECTI VE CONTRACTORS
9.103 Policy.

(b) The determ nation of responsibility for any action
exceeding the sinplified acquisition threshold nust be signed
by the contracting officer and retained in the official
contract file.

9.106-2 Requests for preaward surveys.

(90)(e) Contracting officers shall file a copy of each
conpl eted pre-award survey in the respective offeror file.
File a copy of the conpleted pre-award survey of the
successful offeror in the official contract file. A copy of
all requested and conpl eted preaward surveys will be
mai ntained in a centralized file |ocated within each division.

SUBPART 9.4 - DEBARMENT, SUSPENSI ON, AND | NELI GI BILITY
9.404 Parties excluded from procurenent prograns.

(c)(90) The contract specialist shall review the nost
recent GSA List of Parties Excluded from Procurenment and Non-
Procurement Progranms listing. This real-tinme docunent can be
viewed at the following Internet website: http://ww.gsa. gov.
I nclude the date of the review in the responsibility
determ nation. The contract specialist shall screen print the
appropriate page and shall file the printout in the official
contract file.
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PART 10

MARKET RESEARCH
10. 001 Policy.
(a)(2)(iti) Acquisitions under the sinplified acquisition
threshold will not be delayed awaiting conpl etion of narket
research unless the contracting officer determnes it is cost

effective to do so. This determnation shall be in witing
and placed in the contract file.
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PART 11
DESCRI Bl NG AGENCY NEEDS
SUBPART 11.4 - DELI VERY OR PERFORMANCE SCHEDULES
11.401-90 Extended contracting del ays.

(a) The programoffice will be notified imediately if a
del ay during the acquisition process will create a subsequent
del ay greater than 15 days beyond the target award date.

11. 703 Contract clause.

(b) Delivery of Excess Quantities of $250 or Less. All
DRMS purchase orders, blanket purchase agreenents, and
contracts for supplies, except those procured under FAR Part

12, Acquisition of Commercial Itens, will contain the clause
at FAR 52.211-17.
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PART 12

ACQUI SI TI ON OF COMMERCI AL | TEMS

SUBPART 12.3 - SPECI AL REQUI REMENTS FOR THE ACQUI SI TI ON OF
COMMVERCI AL | TEMS

12.301 Solicitation provisions and contract clauses for the
acqui sition of comercial itens.

(e)(90) Contracting personnel who include locally
devel oped cl auses and provisions in requests for quotation
(RFQ or requests for proposal (RFP) shall conply with 1.301-
91 of this Directive.

(91) Changes to FAR 52.212-1 or FAR 52.212-4 shall be
made on a case-by-case basis, unless reviewed by DRMS-POP.
After review and coordi nation, DRMS-POP wi |l make any changes
to the consolidated database.
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PART 13

SI MPLI FI ED ACQUI SI TI ON PROCEDURES
SUBPART 13.1 - GENERAL
13.104 Procedures.

13.104-90 Quantity price break provision for inclusion in
sinplified acquisitions.

The contracting officer shall sign and place in the contract
file docunentation that supports a decision not to take
advant age of comrercially offered quantity price breaks.

13.106 Conpetition and price reasonabl eness.
(c)(1l) The DRMS Form 1902, Small Purchase Pricing
Menor andum shall be used to docunent price reasonabl eness of

acqui sitions over the mcro purchase dollar threshold and up
to the sinplified acquisition dollar threshold.
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PART 14

SEALED BI DDI NG
SUBPART 14.3 - SUBM SSI ON OF BI DS
14. 302 Bid subn ssion

(a) All sealed bids shall have a bid opening time of 3:00
p.m local tine.

14. 303 Modification or wthdrawal of bids.

(a) If a bidder requests withdrawal of a bid or a
nodi fication prior to the date and tinme set for bid opening,
the bid shall be returned unopened and the file docunented.
Tel ephone requests for withdrawal or nodification of any bid
wi ||l not be accepted.

14. 304 Late bids, late nodifications of bids, or |late
wi t hdrawal of bids.

14. 304-1 GCeneral .

(a) The contracting officer shall make a determ nation as
to whether a late bid or late nodification is to be consi dered
after coordination with the O fice of Counsel.

14. 304-90 Hand-carried bids.

If an offeror hand-carries a bid into the contracting office,
Gover nment personnel shall not handle the bid. The offeror
shall be escorted to the date-tinme stanp nmachine, allowed to
time and date stanp the envel ope, then escorted to the bid
depository and instructed to deposit the bid in the designated
cont ai ner.

SUBPART 14.4 - OPENI NG OF BI DS AND AWARD OF CONTRACT
14. 404 Rejection of bids.
14.404-1 Cancellation of invitation after opening.

(c) Cancellation of a sealed bid after bid opening must
be approved by the Chief of the Contracting Ofice.
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14.405 Mnor informalities or irregularities in bids.

A determ nation to either waive a deficiency or allow
correction nmust be in witing, signed by the contracting
of ficer, and approved by one | evel above the contracting
of ficer.

14. 407 M stakes in bids.
14. 407-2 Apparent clerical errors.

(b) Contracting officers shall make a witten
determ nation with respect to m stakes in bids and docunent
the file accordingly. The DRMS O fice of Counsel nust review
apparent clerical errors along with bid verification docunents
supplied by the offeror.
14. 407-3 Other m stakes disclosed before award.

(e)(1) Requests for determ nation shall be forwarded to
the DRMS Office of Counsel

14. 408 Award

14. 408-2 Responsi bl e bidder - reasonabl eness of price.

The contracting officer shall ensure a formal price

reasonabl eness determ nation is made based upon price anal ysis
when a sole responsive bid is received and in other situations

where the seal ed biddi ng method nmay not have resulted in
adequate price conpetition.
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PART 15

CONTRACTI NG BY NEGOTI ATI ON

SUBPART 15.2 - SOLI Cl TATI ON AND RECEI PT OF PROPOSALS AND
QUOTATI ONS

15. 204- 2 Part | - The Schedul e

15.204-2(a)(2)(iv) RFPs and RFQ shall have a closing tinme
established of 4:30 p.m local time. The date and tinme of
recei pt shall be nmarked on each proposal or quotation; marking
of the outside envel ope does not nmeet this requirenent.

15. 207(b) Handling Proposals and Information

It is the contracting officer’s responsibility to provide the
foll ow ng gui dance to all personnel, such as acquisition team
menbers, evaluation comm ttee nenbers, program managers,

proj ect managers, etc., who will have access to procurenent
sensitive information. This guidance shall be provided prior
to any such personnel being given access to procurenent
sensitive informtion.

15. 210 Forns.

An abstract of offers shall be prepared using the SF 14009,
“Abstract of Offers” or a simlar conputer generated docunent,
for all applicable contract actions.

SUBPART 15.3 - SOURCE SELECTI ON
15. 303 Responsibilities

Unl ess otherwise formally designated in witing by the Chief
of the Contracting Ofice pursuant to DLAD 4105.1, Subpart

15. 303, for a particular acquisition or class of acquisitions,
the contracting officer shall be the source selection
authority for all solicitations originated by DRMS-P.

15.304 Evaluation factors and significant subfactors.

(a) Pursuant to DLAD 4105.1, Subpart 15.605(b)(21)(90), in
smal | busi ness set-asides and overseas procurenents that
contain FAR 52.219-8, 52.219-9 and a past performance
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eval uation factor, the requirenent to include an offeror’s
soci oeconom ¢ proposal as an evaluation criterion is hereby
wai ved.

(b) The requirement to include an evaluation factor for
Javitz-Wagner-QO Day (JWOD) entities in solicitations for
hazardous waste transportati on and di sposal services and
precious netals recovery services is hereby waived.

15. 307 Exchanges with offerors after recei pt of proposals.

(d) Contracting officers may reopen discussions after
recei pt of Final Proposal Revisions (FPRs), only with the
written approval of the Chief of the Contracting Ofice.
Contracting officers shall provide a copy of this approval to
DRMS- POP. DRMsS- POP shall submt the annual report required by
DLAD 15.611(c) (ii).

SUBPART 15.4 — CONTRACT PRI CI NG
15.406-1 Prenegotiation objectives.

(b)(91). Prior to the beginning of any contract or
contract nodification price negotiation over the sinplified
acquisition threshold, a prenegotiation briefing shall be
presented to the Chief of the Contracting Ofice. The
prenegotiation briefing menorandum shall be prepared for the
approval of the Chief of the Contracting Office within 3
wor ki ng days after the prenegotiation briefing.

15. 406-3 Docunenting the negotiation

(a) Contracting officers are responsible for ensuring
that the price analyst receives a copy of the price
negoti ati on nmenorandum along with all attachnments thereto.

SUBPART 15.6 - UNSOLI Cl TED PROPOSALS

15.602 Policy.
DRMS personnel shall follow the instructions provided in DRMS-
| 4105.1, “Unsolicited Proposals.” Unsolicited proposals

affecting the DRMS-1 will be reviewed by DRMS-PHO. A copy of
the DRMS-PHO reply will be provided to DRMS-POP.
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PART 16
TYPES OF CONTRACTS
16. 505 Ordering
The DRMS Conpetition Advocate shall act as the activity task
and delivery order ombudsman pursuant to FAR 16.505(b) (6).
The ombudsman shall attenpt to resolve contractor conplaints

relative to the placenent individual task and delivery orders
at the local |evel.
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PART 17

SPECI AL CONTRACTI NG METHODS

SUBPART 17.2 - OPTI ONS
17.203 Solicitations.
(a) Option periods which require performance at base
period unit prices must be acknow edged by the offeror.

Contract extensions of services are option periods and will be
processed accordingly.
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PART 19

SMALL BUSI NESS PROGRAMS
SUBPART 19.2 - POLICIES
19. 201 Ceneral Policy.

(b)(90) The DRMS Special Assistant for Small Business
shal | be appointed by the Director, DLA-DDAS, and is
responsi ble for the programs and reports required by DLAI
9100.1, DLA Ofice of Small and Di sadvant aged Busi ness
Progr amns.

SUBPART 19.5 - SET ASI DES FOR SMALL BUSI NESS
19. 501 General .

(c) The contracting officer shall ensure a properly
executed DD Form 2579, Small Business Coordination Record, is
filed in the solicitation file prior to synopsis of any
contract action. For any action greater than $100, 000, the
Contracting Oficer shall ensure DD Form 2579 is approved by
t he DRMS Special Assistant for Small Business. Actions not
set aside for small business over $10, 000 require coordination
with the DRMS Speci al Assistant for Small Business before
t aki ng any contracting action.

19.508 — Solicitation Provisions and Contract Cl auses

(e) Contracting officers shall ensure conpliance with
FAR 52.219-14, “Limtations on Subcontracting.” |In the case
of service contracts, the offeror nmust performat |east 50
percent of the contract costs incurred for personnel with its
own enpl oyees. Contract costs are defined as all all owable
direct and indirect costs allocable to the contract, exclusive
of any profit or fee. Costs incurred for personnel are
defined as all allowable direct |abor and indirect |abor
(where the indirect labor utilizes direct |abor as its
al |l ocati on base). Expressed mathematically, the equation is:
direct labor + indirect |abor
+ G&A rate {direct |abor + indirect |abor} = offeror personnel
cost. The period of time used to determ ne conpliance with
this provision will be the anticipated period of performance
stated in the solicitation. W rk perforned by subsidiaries or
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other affiliates of the offeror shall not be counted as being
per f or med

by the offeror. Conpliance with FAR 52.219-14 is considered
an el enment of responsibility and not a conponent of size
eligibility.

SUBPART 19.8 - CONTRACTING W TH THE SMALL BUSI NESS
ADM NI STRATI ON (SBA) (THE 8(a) PROGRAM

19.807 Estimating the fair market price.

(b) The Fair Market Price (FMP) shall be estinmated by
the contracting officer prior to deciding whether to conpete
the requirenment anong 8(a) firms or set aside the requirenent
to a single 8(a) firm

SUBPART 19.90 - DLA MENTORI NG BUSI NESS AGREEMENTS ( MBA)
PROGRAM

19. 9002 Applicability.

Deci sions not to include the MBA programin contracts
exceedi ng $500, 000 per year shall be reviewed by the DRMS
Speci al Assistant for Small Business prior to forwarding to
the Chief of the Contracting O fice for approval.

19. 9003 Ceneral.
(b) Concept of operations.

(iv) If a contract is awarded to a firm who included
a MBA programin their proposal, a copy of the contract and
the offeror’s proposed program shall be provided to the
Speci al Assistant for Small Business.

19. 9004 Oversight and reporting.

(a) The contracting officer shall include a requirenent
in the solicitation and contract requiring sem -annual
reporting.

(b) Personnel becom ng aware of an inpendi ng agreenent

shall notify the DRMS Special Assistant for Small Business to
allow notification to DLA.
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(c) The DRMS Special Assistant for Small Business is
responsi ble for coordinating the review required by DLAD
19.9004(c) and the report required by DLAD 19.9007.
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PART 23
ENVI RONVENT, CONSERVATI ON, AND OCCUPATI ONAL SAFETY
SUBPART 23.5 - DRUG FREE WORKPLACE

23.570-4 Contract cl ause.
Al'l solicitations for hazardous waste disposal and for

preci ous nmetal recovery shall contain the clause prescribed at
DFARS 223. 570- 4.
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PART 24

PROTECTI ON OF PRI VACY AND FREEDOM OF | NFORMATI ON
SUBPART 24.2 - FREEDOM OF | NFORMATI ON ACT
24.202 Policy.

(a) Requests fromthe public for information under the
Freedom of Information Act (FO A) nust be submitted in witing
to the FOA O ficer, Defense Logistics Information Service, 74
N. Washi ngton Avenue, Suite 7, Battle Creek, M 49017-3084.
FO A requests may al so be submtted using the hyperlink
avai l abl e on the DRMS wor| dwi de web I nternet honepage or via
e-mail to foimiil@lis.dla.ml.

(b) DRMsS-POP is responsible for processing FO A requests
pertaining to DRMS procurenment contracting. Contracting
officers shall respond to routine requests fromindividuals or
busi ness entities for information, such as apparent | ow
bi dder, status requests, questions regarding a solicitation,
request for bidders mailing list, or bid abstracts.

(c) In processing FO A requests, DRMS-POP shall obtain
the informati on necessary fromthe appropriate contracting
conponent, DRMS Form 1907, Request Form for FO A Actions, or
request the information tel ephonically and confirmwth
electronic mail. All requested information shall be provided
to DRMS- POP. DRMs-POP shall take the foll owing action:

(1) Coordinate unique actions with the contracting
officer prior to the release of information

(2) Coordinate total or partial denials with the

O fice of Counsel prior to forwarding to the Conmander, DRMS
for signature.
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PART 28
BONDS AND | NSURANCE
SUBPART 28. 103 — BONDS

28.103 Performance and paynment bonds for other than
construction contracts.

28.103-1 Ceneral
(a) Requests for authorization to require performance and

payment bonds for contracts other than construction nmust be
coordi nated with DRMS Office of Counsel
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PART 32
CONTRACT FI NANCI NG

SUBPART 32. 7 —CONTRACT FUNDI NG

32.703 Contract financing paynents.

32.703-2 Contracts conditioned upon the availability of funds.
Prior to beginning any action, the contracting officer shall
submt the required information to HQ DLA, ATTN. J-33 (DLA-

PPP), through DRMS-P, for requests to initiate a solicitation
prior to the availability of current year funds.
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PART 33
PROTESTS, DI SPUTES, AND APPEALS
SUBPART 33.1 - PROTESTS
33.103 Protests to the Agency.
33.103(c) Protests Filed with the Contracting O ficer

(i) If a protest is filed with the contracting
officer, the follow ng procedures shall be foll owed:

(a) A copy of the protest shall be provided to
DRMS- POP and the O fice of Counsel.

(b) A menorandum for the record shall be
prepared and signed by the contracting officer, docunenting
the reasons for the action taken.

(c) Responses to the protest shall be revi ewed
by

the O fice of Counsel and coordi nated and approved by the

Chi ef of the Contracting O fice.

(d) A signed copy of the final decision on the
protest shall be provided to DRMS- POP.

33.103(c)(91) DRMsS-POP is responsible for collecting
i nformation concerning protests to the contracting officer and
Agency |l evel potests for all of DRMS-P.

33.103(d) Agency Level Protests
(a) Reference DLSC-P PROCLTR 99-12, dated Cctober 5,
1999, if an agency level protest is filed, the follow ng
procedures shall be foll owed:
(a) The contracting officer shall provide a copy

of
the protest to DRMS-P, DRMS-POP, and the Ofice of Counsel.
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(b) The contracting officer shall submt the
following to the Chief of the Contracting Ofice.

(i) The agency |l evel protest received from
t he
offeror with all of the supporting docunentati on.

(ii) The solicitation or contract file in
di spute.

(tii) A menorandum for the record, signed by
the contracting officer, expressing the reasons for the
actions taken and the contracting officer’s recomendati on on
how to respond to the agency protest.

(c) The Chief of the Contracting Ofice shall:

(i) Review the information submtted by the
contracting officer.

(ii1) Decide if additional input fromthe
protester or the contracting officer is required.

(iii) Prepare a response to the agency
prot est.

(iv) After review of the protest and the
proposed response by the O fice of Counsel, decide in
accordance with DLAD 33.103(C) whether the Chief of the
Contracting Ofice or the Executive Director of DRMS will be
t he deci sion maker on the agency protest.

(v) If the Chief of the Contracting O fice
IS
t he deci sion maker, sign the agency protest decision docunent.

(vi) If the Executive Director of DRMS is the
deci sion maker, forward the file for approval and signature.

(d) Once the agency protest decision docunent is
signed, the contracting officer is responsible for proper
di stribution, including, but not limted to, the protester and
DRMS- POP.

33.104 Protests to GAO
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(a) General Procedures.

A copy of the protest and the GAO decision docunent shall be
provided to DRMS-POP and the Office of Counsel. After review
by the Ofice of Counsel, if the decision is nade to award or
to continue performance, the notice to the protester and other
interested parties shall be sent out within 1 working day.

Any aut hori zation to proceed with contract perfornmance
notw t hst andi ng protest nust be reviewed by the O fice of
Counsel .

SUBPART 33.2 - DI SPUTES AND APPEALS
33.204 Policy.

(a) Contractors are required to submt adequate
docunmentation to support their request. Contractors are
required to certify requests for equitable adjustnent (REAs),
and clains at a specific dollar values. |[If a request or claim
is either inconplete or not certified, then one witten
request for additional information, with a short response
time, shall be extended to the contractor. A final decision
on a claimshall be rendered within the tinmefranmes established
in FAR 33.211(c)(2) (60 cal endar days after receipt). REAs
shall be conpleted and a formal response provided within 60
cal endar days after receipt. |If a formal response within 60
cal endar days is not possible, then the contracting officer
shall brief the division chief. 1In such cases, the contractor
shall be provided with a formal interimresponse and given a
date by which a decision will be rendered.

(b) The contracting officer shall determ ne, subject to
t he approval of the division chief, the tim ng and manner of
inform ng customers of their potential financial
responsibility related to such REAs and cl ai ns.

(c) Al REAs valued at $25,000 or nore, and all clains
regardl ess of dollar value for hazardous waste di sposal
service contracts, shall be presented to the contract review
board (CRB) no |less than 10 working days prior to the final
deci si on deadl i ne.
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(d) Contract dispute files, which require CRB review,
shall contain, at a mninmum the follow ng informtion:

(1) A nenorandum for the record (MFR) that clearly
del i neates the facts of the dispute and the basis for the
contracting officer’s final decision. This MFR shall contain
a summary of each el enent of the dispute and the rationale
supporting the contracting officer’s recomendati on on each
el ement .

(2) The contractor’s dispute and certification, if
appl i cabl e.

(3) Copies of the delivery/task order(s), purchase
order, contract, or nodifications, as appropriate.

(4) Copies of counsel’s review and the program
of fice recommendati ons.

(5) Copies of the response received fromthe
generator or user regarding the dispute.

(6) Any other applicable docunentation (waste
profile sheets, |aboratory analysis, etc.).

33.209 Suspected fraudul ent clains.

Any suspected fraudulent claimshall be referred to the DRMS
fraud counsel .

33.212 Contracting officer’s duties upon appeal.

VWhen a notice of appeal is received, a copy shall be forwarded
to DRMS- POP and the Ofice of Counsel. The contracting
officer is responsible for retention of the original files
until the appeal is resolved. The attorney assigned to handle
t he appeal shall be the focal point for all comrunications and
correspondence pertaining to the case. The contracting
officer is responsible for providing data, docunentation

i nformation, and other support to the O fice of Counsel for
use on an appeal .
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PART 37

SERVI CE CONTRACTI NG
SUBPART 37.1 - SERVI CE CONTRACTS - GENERAL
37.102 Policy.

(a) DRMS service contract solicitations may include a
provi sion encouraging site visits by prospective offerors.

(b) If the solicitation allows site visits, the
solicitation should require firms to schedule such a visit, in
advance, with the point of contact (POC) listed in the
solicitation.

(c) Al potential offerors nust be provided the sane
information during a site visit.

(d) Governnent personnel nust use good judgnent regarding
how | ong or conprehensive a site visit should be. The
following are facts the POC nust be aware of (the contracting
officer is responsible for ensuring each POC is infornmed):

1. The contracting officer is the only individual
aut horized to change a solicitation.

2. No requirenments other than the solicitation
requi renments shall be discussed.

3. Any request for information or the rel ease of
docunment ati on other than as authorized by this subpart, shal
be referred to the contracting officer for action.

4. The offeror should be shown the DRMJ base/facility
i ncl udi ng war ehouses, | oadi ng docks, scal es, and ot her work
areas outlined in the solicitation.

5. If the solicitation is for hazardous waste
di sposal
a visit should include the operational process that generates
t he waste. Sanples of typical material may be shown. At no
time will contractors be allowed to copy contracts, orders or
coll ection sunmary reports. Any proprietary information or
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information protected by the Privacy Act nust be deleted from
profile sheets or manifests before rel ease.

37.107 Service Contract Act of 1965.

Each file for services over $2500 shall contain the Departnent
of Labor (DoL) wage determ nation or the DoL statenment that no
wage determ nation exists. |If the Service Contract Act does
not apply to the services being acquired, the contracting

of ficer shall docunment the file accordingly.
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PART 39

ACQUI SI TI ON OF | NFORMATI ON RESOURCES
39.7407-2 Communi cati on Services Authorizations (CSAs).

DRMS- PO is the contracting el enment responsible for signing
CSAs
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PART 42

CONTRACT ADM NI STRATI ON
SUBPART 42.2 - ASSI GNMENT OF CONTRACT ADM NI STRATI ON
42.202 Assignnment of contract adm nistration.

Post award contract adm nistration of contracts for the
recovery of precious netals shall be assigned to the cogni zant
Def ense Contract Managenment Agency (DCVA) office. Post award
contract adm nistration for contracts acquiring base supplies
or services, A-76 comercial activities, or enterprise
managenent initiatives shall be performed by DRMS-PO
Exceptions may be made on a case-by-case basis.

42.204 Supporting contract admni nistration.

(a)(90) DRMS contracts or nodifications containing a
smal | busi ness subcontracting plan shall be del egated to DCVA
for adm nistration of the subcontracting plan. Contracting
officers are responsi ble for ensuring subcontracting plans for
offerors retained within the conpetitive range are acceptable
prior to the time of requesting final proposal revisions.

SUBPART 42.3 - CONTRACT ADM NI STRATI ON FUNCTI ONS
42.302 Contract adm nistration functions.
(a)(65) Acconplish adm nistrative close out procedures.

(i) Al boxes containing files for transmttal to the
Federal Records Center shall be full and contain only one
contract. Exceptions to the full box rule will be granted
only for those files that conpletely close out a single
contract.

(it) Al delivery order/task order files shall contain
a signed and dated DD Form 1594. Ensure all excess funds are
deobl i gated via contract nodification prior to executing DD
Form 1594. The date on this formshall be the date of the
| at est dated docunent in the file.
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SUBPART 42.5 - POSTAWARD ORI ENTATI ON

42.503-2 Post Award Orientation Conference (PAOC) procedures.

As a general practice, a pre-PAOC neeting with all affected
Governnment personnel will be held before the formal PACC.
At t endance by custoners at the Governnent only pre-PAOC
meeting is to be encouraged. Attendance at the pre-PACC
meeting by contractor personnel is prohibited. The DRMS-P
contract specialist is responsible for ensuring all unique
features of a contract are communi cated. The contracting
of ficer or contract specialist conducting this conference
shal | make a nenmorandum for record in a tinmely manner,

foll owing the pre-PAOC neeting. This menorandum shall be
distributed to all attendees and the original filed in the
official contract file.

42.503-3 Post Award conference report.

(a) DFARS 242.503-3 states DD Form 1484, Post Award
Conference Record, may be used for reporting the results of
the PACC. The DD Form 1484 allows for the flexibility to
structure a PAOC to fit DRMS contracts. Plain bond paper may
be used to record narrative remarks. Narrative remarks nust
reference back to the correspondi ng sections of the DD Form
1484.
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PART 46

QUALI TY ASSURANCE
SUBPART 46.1 - GENERAL
46. 101 Definitions.

The DLAD defines a nonconformance as a departure fromthe
requi renents specified in the contract, specification,

drawi ng, or other approved product description. DRMS further
cat egori zes non-conformances as either “mpjor” or “mnor” in
type. A nmgjor nonconformance is defined as a nonconformance
whi ch adversely affects any of the follow ng: health; safety;
performance; interchangeability; reliability; maintainability;
effective use or operation; weight; appearance (when
appearance is a factor), or any other basic objective of the
specification. A m nor non- conformance is defined as a non-
conformance, which does not adversely affect any of the
factors |listed above under the definition of major non-
conf or mance.

46.103 Contracting office responsibilities.

(91) Contract Data Package Recommendati ons/ Defi ci ency
Report (DD Form 1716).

DRMS- POP is the control point for Contract Data Package
Recommendat i ons/ Defi ci ency Reports.

SUBPART 46. 4 - GOVERNMENT CONTRACT QUALI TY ASSURANCE
46. 407 Nonconform ng supplies or services.

(d)(1) Mjor non-conformances. Only a contracting
of ficer may authorize the acceptance of nmmjor non-
conformances. The contracting officer will ordinarily reject
supplies or services that contain one or nore major non-
conformances. There may be circunstances when acceptance of
such supplies or services is determ ned by the contracting
officer to be in the best interest of the Governnent. Each
delivery order or task order under which nonconform ng
supplies or services are accepted shall be reviewed and
nodi fied to provide equitable price reduction or other form of
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consideration. The contracting officer shall nmke such a
determ nation based on the follow ng inputs:

(i) Advi ce fromthe cognizant technical office.

(ii) Detailed information regarding the scope and
magni t ude of the nonconformance.

(iii) A recommendation fromthe contracting officer,
with supporting rationale for any contract adjustnent
consi dered appropriate, including any consideration offered by
the contractor.

(iv) The contracting officer shall furnish this data
t hrough the branch chief to the division chief for review and
approval prior to executing a nodification accepting non-
conform ng supplies or services.

(2) M nor non-conformances. |If the nonconformance is
m nor, the contracting officer will mke the determ nation to
accept or reject such m nor non-conformance on behal f of the
Gover nnment .

(3) When repetitive m nor non-conformnces or a single
maj or non-conformance occurs, the contracting officer shal
review the contractor’s quality control plan for adequacy. |If
necessary, the contractor shall be required to revise the plan
to ensure all requirenents of the contract are being
accompl i shed in an acceptabl e manner.

(4) The contracting officer shall review the proposed
contract quality assurance requirenments to ensure the adequacy
and conpl eteness prior to inclusion in solicitations and
contract awards.

SUBPART 46.5 - ACCEPTANCE
46. 502 Responsibility for acceptance.
The contracting officer is responsible for acceptance of
services. The contracting officer nmay delegate this
responsibility to qualified Governnent enployees. Each

docunment shall clearly indicate the types and correspondi ng
gquantities of services being accepted. Copies of the
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acceptance docunment shall be forwarded to both the contractor
and the paynent office.

For items of supply received at the Battle Creek Federal
Center, the point of contact listed in the purchase order

shall performinspection and acceptance for the Governnent.
The Battle Creek Federal Center facilities contractor is
responsi ble for data inputting into the Base Operati ng Support
System (BOSS) itens of supply received, inspected and accepted
by the Governnent.

SUBPART 46. 7 — WARRANTI ES
46. 709 Warranties of commercial itens.

For items of supply where an entity offers its standard
commercial warranty, request a copy of the commercial warranty
be provided with the offeror’s response to the request for
gquotation. Incorporate the commercial warranty into any
resulting purchase order either as an attachnment to the
purchase order or by reference in the Schedule. File the
standard commercial warranty in the purchase order file.
Ensure information technology itens of supply are Year 2000
(Y2K) conmpliant.
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PART 49
TERM NATI ON OF CONTRACTS
SUBPART 49.1 - GENERAL PRI NCI PLES
49. 101 Authorities and responsibilities.

(a)(1l) The contracting officer shall forward a summary of
events and submt a reconmmendation for term nation through the
branch chief to the division chief. Documentation supporting
t he recommendation will be presented to the Contract Review
Board (CRB) for review prior to taking any formal term nation
action. Term nations for conveni ence of purchase orders,
delivery orders or task orders under the sinmplified
acquisition threshold are specifically excluded from CRB
review, except as otherw se provided el sewhere in this
directive.

(2) Copies of the follow ng docunentation, tabbed and
i ndexed, nmust be provided to the CRB, as applicable:

(i) Cure Notices or Show Cause Notices and the
contractor’s response thereto, as well as the contracting
officer’s determ nation regarding the contractor’s response.

(ii) Pertinent delivery orders or task orders,
nodi fi cations, and tracki ng docunentati on.

(iii1) Any other pertinent background docunentation.
SUBPART 49.4 - TERM NATI ON FOR DEFAULT
49. 402 Term nation of fixed-price contracts for default.
49.402-6 Procedure for default.

(90) DLAD Cl ause 52.249-9000, Adm nistrative Costs of
Reprocurement After Default will be included in al
solicitations and contracts over the sinplified acquisition
t hreshold. The sum of $500 will be included for

adm ni strative costs. Use of the clause is optional for
actions under the sinplified acquisition threshold.
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PART 52
SOLI CI TATI ON PROVI SI ONS AND CONTRACT CLAUSES
SUBPART 52.2 - TEXTS OF PROVI SONS AND CLAUSES
52. 200 Scope of Subpart
The full text of current DRMS solicitation provisions and

contract clauses can be found at the follow ng Internet
address http://wwv. drns.dla. m|.
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PART 53

FORMS

SUBPART 51.1 - GENERAL

53. 107 Obtaining formns.

DRMS forms can be obtained via witten request to the
contracting officer. The following DRMS forns are used in
acqui sitions:

DRMS

DRMS
DRMS
99

DRMS
DRMS
DRMS
DRMS
DRMS

DRMS
DRMS
DRMS

1729
1757

1761
1768
1797
1806
1900

1901
1902
1931

“Col | ection Summary Report” APR 2000
“Di stribution Checklist for Contract Docunents” MAR

“Bl anket Purchase Agreenent Call Nunber Log” JUL 98

“Mai nt enance and Repair Work Order Log” AUG 98

“Techni cal Eval uation” JUN 98

“Contract Review Checklist” NOV 96

“Contracting Oficer’s Representative Revi ew and
Eval uati on” JUN 96

“Settlenment Summary” JUN 98

“Sinmplified Acquisition Pricing Menoranduni NOV 96

“Acqui sition Plan” JUL 96
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PART 90
SUPPLEMENTAL PROCEDURES
SUBPART 90. 2 - TRAI NI NG
90.201 Training of contracting personnel.

(a) DRMS-POP is the focal point for all DoD mandatory
acqui sition training.

(b) All requests for training to be reinbursed or paid by
t he Governnent shall be forwarded to DRMS-POP for review and
fundi ng prior to approval.

SUBPART 90.5 - CONTRACT REVI EW REQUI REMENTS
90. 501 Checklists.

The DRMS Form 1806, Contract Review Checklist, shall be used
to review all newly awarded contracts in excess of the
sinplified acquisition threshold. Execution of DRMS Form 1806
shal | be acconplished within 3 working days after contract
award. Place a copy of the conpleted DRMS Form 1806 in the
official contract file.

SUBPART 90.6 - GUI DANCE FOR CONTRACTI NG OFFI CER S
REPRESENTATI VES (CORs) AND CONTRACTI NG OFFI CER' S TECHNI CAL
REPRESENTATI VES ( COTRs)

90. 601 General

Supervi sors have the authority to rate an enpl oyee’s
performance, including duties as representative of a
contracting officer. To facilitate proper nonitoring of

enpl oyee performance, contracting officers shall nake
avai l able to the cogni zant supervi sor copies of the activity
file for each COR, by the first day of the nmonth in which
performance appraisals are due, and the first day of the nonth
in which mdyear performance appraisals are due. The
contracting officer shall notify the supervisor of the

avai lability of this file 30 cal endar days prior to the date
stated for availability. For each rating period, noteworthy
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accompl i shments or problens will be duly noted in the COR

activity file.

90. 602-3 Designation of the COR/ COTR

Qutlined below is the training required for CORs and COTRs.
Hazar dous waste di sposal service CORs nust successfully
conplete all training prior to appointnent, with the exception
of the RCRA course. Training waivers will be considered on a
case-by-case basis and shall contain sufficient justification.
The cogni zant DRMS-P division chief has the authority to grant
these waivers. CORs duties delegated will be Ilimted to those
specifically related to training successfully conpl eted.

1. Safety and Health for Handl ers of HM HW (applies only
to hazardous di sposal CORs).

2. Resource Conservation and Recovery Act (RCRA)
Facility Conpliance (nust be conpleted within 6 nonths of
appoi ntment in accordance with 40 CFR 215-16) (applies only to
hazar dous di sposal CORs).

3. Transportation of Hazardous Material/Hazardous Waste
for the Departnent of Defense (applies only to hazardous
di sposal CORs).

4. Contracting Oficer Representative Course (Al CORs
and COTRs) .

(b) In order to continue eligibility as a COR under
hazar dous waste di sposal service contracts, CORs are required
to conplete the RCRA and Occupational Safety and Health Act
(OSHA) refresher training annually. CORs shall update their
skills by successfully conpleting the refresher COR and DOT
courses at | east once every 3 years. Initial OSHA and RCRA
training are provided in the courses |isted above.

90. 602-4 Responsibilities of the COR

(c) Specific responsibilities will be outlined in the COR
appointnment letter. COR training shall be comensurate with
the |l evel of duties. Full COR duties are specified bel ow
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Partial COR duties may include sone of the duties |isted bel ow
and will be determ ned on a case-by-case basis. The

following is a |list of duties for hazardous waste di sposal
servi ce CORs

COR DUTI ES AND REQUI RED HAZARDOUS WASTE (HW TRAI NI NG FOR HW
COR
APPO NTMENT

HW COR DUTI ES

1. Read and under st and DoDD 5500. 7, Standards of Conduct.

2. Mai ntain an official COR file in accordance with DLAD
4105. 1, Subpart 90. 603- 2.

3. Take care when placing calls to the contractor. You nust:
a. Make a witten record of the conversati on.

b. Record the date, the contractor representative nane,
and
t el ephone nunber.

c. Clearly state to the contractor representative that
the purpose of the call is to gather or provide informtion.
Make it clear that only the contracting officer can commt the
Governnment to changes in the pick up schedule or any part of
the contract.

4. Report delinquent performance to the contracting officer
on the first day of the delinquency.

5. Read and maintain a copy of the contract together with
contract nodifications that may be issued. Becone thoroughly
famliar with the ternms and conditions.

6. Assure that changes in work under the contract are not
i npl emented wi thout witten authorization or contract
nodi fication fromthe contracting officer.

7. Report any instances of suspected conflict of interest,
fraud, waste, and abuse to the contracting officer.
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8. Keep the contracting officer informed of your
conmmuni cations with the contractor in order to prevent
possi bl e m sunder standi ngs or situations that could becone a
basis for future clains against the Government.

9. Formally notify the contracting officer of needed changes
in the scope of the work in the contract.

10. Notify the installation energency spill control team when
work is scheduled to begin under the contract. |If there is no
energency spill control team notify the DRMS Nati onal

Command.

11. In the event of a spill, notify the installation safety
and spill teamofficials followed by the contracting officer,
then the DRMS National Command. Clean up of any spill is the
responsibility of the contractor. |[If, however, any Governnment
assi stance nmust be rendered, item ze all Governnment personnel
and equi pment used.

12. Report apparent violations of the contract to the
contracting officer. Do not unduly interfere with or del ay
t he proper operations of the contractor.

13. Determne, in conjunction with the contracting officer,
the |l evel of surveillance necessary to safeguard the
Governnment’ s interest throughout the period of pick up and
until all property on the contract task order has been
properly renmoved. The follow ng areas should be reviewed in
det erm ni ng whether to performless than 100% surveill ance of
a hazardous waste disposal contractor that is perform ng on
Governnment facilities:

a. Shoul d surveill ance be conducted on-site or for off-
site
| ocati ons?

b. Wuld the generator be willing to nonitor/conduct
surveillance of the contractor’s performance?

c. Wat is the generator’s skill level, including
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regul atory and contractual know edge, ability to review
applicabl e docunentation for accuracy, ability to process
paperwor k, etc.

d. Conplexity of the contract; i.e., nunber and variety
of
managenent services requirenments, nunmber and variety of
contai ners and waste invol ved, etc.

e. What specific coordination requirenents are necessary
for the COR?

f. Experience |level of the contractor.
g. Training requirenents.
14. Allow the contractor to begin work only when he has

avai |l abl e the necessary equi pnent, including personal
protective equi pment, when required and personnel for | oading.

The contractor will furnish all equipnment and personnel to
| oad. If you believe there to be an exception, contact the
contracting officer for a determnation. 1In addition, the

contractor nust be equipped to deal with spills during pick-
ups and while transporting (absorbent material, punps, tie-
downs, etc.).

15. Monitor the contractor’s performance during perfornmance
to the extent necessary to assure conpliance with al
technical requirenments of the contract.

16. Advise the contractor to submt requests for changes in
witing to the contracting officer.

17. Formally notify the contracting officer if performance is
not proceeding satisfactorily or if problenms are antici pated.
Recommend renedi al action alternatives to the contracting

of ficer.

18. Review the pick up report for accuracy after the
contractor conpletes it. Be sure to carefully check the
following entries:

a. The name and EPA I D nunber of each transporter. A
real-time list of approved transporters is found on the DRMS
Homepage of the Internet. |If there are any deviations from

60



02/ 13/ 01 DRMS- D
4105.1
8:15 AM

DRMS- P
the contract, do not release the material. Notify the
contracting officer.

b. The name, address, and EPA | D nunber of each
desi gnat ed di sposal facility. A real-tine |list of approved
di sposal

facilities is found on the DRMS Honepage of the Internet. |If
there are any deviations fromthe contract, do not rel ease the
material. Notify the contracting officer.

c. The quantity of each CLIN picked up (colum 13). If
the actual quantity exceeds the quantity stated on the
delivery order, do not release the material. Notify the

contracting officer.

19. Ensure there is an adequate work area available to the
contractor to prepare the property for shipment. This may
i nclude re-containerization, draining, sealing, etc.

20. In the presence of the contractor, inspect and verify al
wor k areas, vehicles, equipnent, etc., are free of spills,
| eaks, or debris before work begins.

21. Ensure all property specified in the contract and task
order for renmpval is properly identified and is accessible.

22. Submt a conpleted Collection Summry Report, DRMS Form
1729, and pick up report within 72 hours of any pick up,
conplete or partial.

a. Report all unacceptable services. |If the work is
deenmed unsatisfactory, report the deficiencies to the
contracting officer on the collection sunmmary report. The
contracting officer will determ ne what further action is
required.

b. Report all acceptable services. Provide witten
notification to the contracting officer when the contractual
requi rements have been fulfilled and the services are
acceptable. The evaluation of the contractor performnce
shal | be docunented on the Coll ection Sunmary Report.

23. Provide technical interpretation of the contract
requirenents. It is inperative the COR have a thorough
under st andi ng of the requirenents of the contract. |t nay
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become necessary to provide technical interpretation to the
contractor for some portion of the work. Any technical
assi stance given to
the contractor should be docunented in the contract file. For
significant matters, the information shall be provided to the
contractor in witing. You nust notify the contracting
of ficer immediately if the contractor disagrees with, or
refuses to conply with any technical aspects of the contract
as interpreted by the COR. The contracting officer shal
provide final resolution in cases of disagreenent.
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SUBPART 90. 8 - UNDEFI NI TI ZED CONTRACTUAL ACTI ONS REPORT
90. 801 Reporting requirenents.

DRMS- POP wi || prepare the Undefinitized Contractual Actions
Report required by DLAD 4105.1, Subpart 90.801 and forward it
to HQ DLA/J-33 (DLSC-PPP) within 10 cal endar days of the
nmont h foll owi ng each reporting period (March 31 and Septenber
30). Contracting elenents shall submt the required
information to DRMS-POP within 2 cal endar days follow ng the
end of each reporting period.

SUBPART 90.9 - UPDATI NG SMALL DI SADVANTAGED BUSI NESS STATUS
AND WOMVEN- OWNED BUSI NESS STATUS IN THE DD FORM 350 DCARS CAGE
FI LE.

90. 901 Reporting requirenment.

| f applicable, when corrections are necessary, procurenent
techni ci ans shall prepare the corrective reports in the formt
outlined in DLAD 4105.1, Subpart 90.902. The conpleted report
shall be signed by the contracting officer and the DRMS Snal |
Busi ness Specialist prior to rel ease.
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