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MEMORANDUM FOR
See Distribution
FROM:





Tiffany T. Hixson








Director for Commerce Acquisition Solutions








Office of Acquisition Management

SUBJECT:




Award of Year End FY 2004 and early FY 2005 Acquisitions
As we prepare to move into the last quarter of the fiscal year, the Commerce Acquisition Solutions (CAS) team is prepared to partner with you to fulfill your year end and early FY 2005 requirements. To assure our mutual success, the following submission dates for procurements and interagency agreement requests follow:
   
	Type of Procurement Action
	Total Dollar Value
	Receipt Required

	Simplified Acquisitions (inclusive of options)
	$25,000 and lower
	August 20

	
	$25,000 to $100,000
	August 6

	Interagency Agreements (inclusive of options)
	$0 to $5,000,000
	July 16

	
	$5,000,000 and higher
	July 2

	New Contracts (inclusive of options)
	$100,000 and higher
	June 28

	Modifications for exercising options, changes, new work, or other optional requirements under  existing contracts
	Any Amount
	July 9


This year, submission dates for the types of acquisition requests identified above are mandatory.  This “hard rule” results from a number of factors including:

· accelerated submission dates for the department’s audited financial statements,

· the department’s new handbook governing interagency agreement clearances, 
· the CAS team goal to have all acquisitions awarded by September 24, 2004, and
· lessons learned from FY 2003’s year end close.

Please note that acquisition requests received after these dates will require written justification to the Director for Acquisition Management and Financial Assistance.  Exceptions to this requirement are: 
· procurement requests that are critical to the agency’s mission and have been approved for year end acquisition by the Deputy Chief Financial Officer, Chief Financial Officer, or Assistant Inspector General for Administration (as appropriate), or
· acquisitions that result from funding provided by agencies external to the Department of Commerce.
To assist your staff in completing the necessary acquisition documentation, a quick reference guide is attached for your information.  In addition, the CAS team will host its annual “year end” question and answer seminars.  Seminars are scheduled for the following dates and times:

· June 16, 2004:
9:30 a.m. to 11:30 a.m., HCHB Room 6059
· June 23, 2004:  
2:00 p.m. to  4:00 p.m., HCHB Room 6059
The seminars will provide OS and OIG staff members with information regarding the year end acquisition process, basic procurement guidance, and updates on new interagency agreement and contracting officer representative policies, and implementation plans.
Please feel free to contact our office at 202-482-6100 if you need additional information, sample documentation, or assistance in preparing your year end acquisition documentation.  
Thank you for your cooperation and support.
Enclosure
Distribution: 
Chief Financial Officer and Assistant Secretary for Administration


CFO/ASA Office Directors



Office of General Counsel



Office of the Chief Information Officer



Office of the Inspector General



Administrative Officers within OS, the Executive Secretary, and OIG
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Quick Reference Guide 

 FY 2004 Fourth Quarter Acquisitions for OS and OIG
· What information will this guide provide me?
General information about when to submit acquisition requests to the Commerce Acquisition Solutions Division for processing, and what documentation is required to be submitted with those requests.

· Which acquisitions does this guidance apply to?
All acquisitions and interagency agreements within the Office of the Secretary and Office of Inspector General that must be awarded by September 30, 2004, or whose performance begins prior to November 1, 2004.
· What are the required submission dates for covered acquisitions?
The dates for submission of acquisition requests vary based on complexity and review requirements.  For the remainder of this fiscal year, the following receipt dates apply:
	Type of Procurement Action
	Total Dollar Value
	Receipt Required

	Simplified Acquisitions (inclusive of options)
	$25,000 and lower
	August 20

	
	$25,000 to $100,000
	August 6

	Interagency Agreements (inclusive of options)
	$0 to $5,000,000
	July 16

	
	$5,000,000 and higher
	July 2

	New Contracts (inclusive of options)
	$100,000 and higher
	June 28

	Modifications for exercising options, changes, new work, or other optional requirements under  existing contracts
	Any Amount
	July 9


· What if my acquisition is being funded through year-end monies approved by the CFO?  Do I have to comply with the submission dates and documentation requirements?
Compliance with the submission dates is not required.  As soon as funding authorization is received from the CFO, our office will work with you to quickly develop an acquisition strategy that makes good business sense and will work with you to develop the necessary acquisition documentation.

· What documentation should be submitted with my procurement request?
Documentation requirements also vary based on the type and complexity of the procurement requested.  In addition, based on the organization requesting the procurement, supplemental documentation may be required.

Please reference Attachment 01 for general guidelines regarding documentation requirements.

· What if I need help or advice on how to develop the required documentation?
You may contact our office directly at 202-482-6100 and a team member will assist you, or you can attend one of two seminars that will be hosted on:

· June 16, 2004:
9:30 a.m. to 11:30 a.m., HCHB Room 6059
· June 23, 2004:  
2:00 p.m. to  4:00 p.m., HCHB Room 6059   
· What if I miss the required submission dates and my request is not funded through year end monies?
A written request from your office director to the Director for Acquisition Management and Financial Assistance will be required.  The request should explain why the submission dates were missed, and what impact a delay in awarding the acquisition will have on your program.  

The Director will work with the CAS team to review workload priorities, and determine if it will be possible to award the acquisition or interagency agreement by the requested date.  Based on this review, the procurement may be delayed or CAS workload priorities may be adjusted to accommodate the request.
· Are there online resources that can assist me in developing my acquisition          “know how” and requirements?

Yes, there are a number of online resources available to you.  Recommended websites include:

· Office of Acquisition Management and Financial Assistance

http://oamweb.osec.doc.gov/

· Office of Small and Disadvantaged Business Utilization

http://www.osec.doc.gov/osdbu/

· Federal Procurement Community Website – AcqNet
http://www.arnet.gov/
· Federal Business Opportunities Page  
http://www.eps.gov/  
Note:
Great resource for researching statements of work, and how other agencies are buying goods and services.

· GSA Advantage

https://www.gsaadvantage.gov/advgsa/main_pages/start_page.jsp
· Federal Acquisition Institute

http://www.fai.gov/

· GSA Schedules e-Library

http://www.gsaelibrary.gsa.gov/ElibMain/ElibHome
· GSA’s FSS Center for Acquisition Excellence Virtual Campus

https://umas.gsa.gov/kc/Securelogin/login.asp?kc_ident=kc0001

General Documentation Guidelines for Acquisitions

	All Acquisition Requests

	· A completed form CD-435 – Procurement Request approved by your servicing budget office. 
· A completed form CD-570 - Small Business Set-Aside Review. 

Reference form instructions for applicability.  Please note that for all requirements less than $25,000, federal regulation requires they be set-aside for small businesses, unless justified in writing.
· These forms can be located at the following website addresses:

CD-435:  http://www.osec.doc.gov/forms/pdf/cd435fll.pdf
CD-570:  http://www.osec.doc.gov/forms/pdf/cd570fll.pdf



	Requests for New Acquisition of Supplies or Services

	· Supplies: 
A statement of what supplies are needed and recommended vendors.  If a single manufacturer is recommended, a brand name or equal justification will be required.  Please contact CAS at 202-482-6100 for additional support with this documentation, or if you need assistance in identifying vendors.
· Services:

A performance-based work statement or statement of objectives is required.  The statement should provide information to industry on what objective is to be achieved, what work is to be accomplished, and how the contractor’s performance will be measured.  
Please reference website address:  http://oamweb.osec.doc.gov/pbsc/home.html  or http://www.arnet.gov/ (Click Virtual Library, then Pre-Solicitation, then scroll down to OFPP Performance-based Acquisition Links)

In addition to the performance work statement, an independent government cost estimate is required.  Please contact the CAS team at 202-482-6100 if you need assistance with this documentation.


	Sole Source Acquisitions

	· All acquisition requests that recommend award of a contract or order without competition must be accompanied by a completed form CD-492 – Justification for Other than Full and Open Competition.  Please note that all justifications will be reviewed and must be approved by the Office of General Counsel as required by departmental policy and federal regulation.
· This form can be located at the following website address:
CD-492:  http://www.osec.doc.gov/forms/pdf/cd492fll.pdf


	OS Offices Only:  Information Technology Acquisitions and Interagency Agreements 

	· All acquisitions and interagency agreements for information technology, regardless of dollar amount, service, or product must be approved by of the Office of the Chief Information Officer.  Please contact Ruby May at rmay@doc.gov or George Imber at gimber@doc.gov if you plan to purchase information technology supplies, services, or software.  E-mail documentation of their approval is acceptable documentation.


	CFO/ASA Offices Only

	· All CFO/ASA acquisitions and interagency agreements with estimated life cycle values greater than $100,000 require approval by the Chief Financial Officer and Assistant Secretary for Administration. 
· Waiver requests are to be submitted on the attached form.  Reference Appendix A.
· For your convenience, this form is available electronically in Adobe Acrobat.  Please contact Frank Krempa at fkrempa@doc.gov, or at 202-482-0997, and he will be happy to forward this to you.  Mr. Krempa can also be contacted to answer questions about the waiver justification requirements and process.
· As is the case with all correspondence forwarded to the CFO/ASA for approval, the request should clearly communicate the need for the acquisition and the impact if it is not approved.  Although a form is utilized for administrative convenience, the justification narrative should be prepared as if it is a memorandum to the CFO.  To ensure that the request is not returned for additional information, fully explain what you would like to procure, and why the acquisition is being requested.

· All customers submitting waiver requests will be provided with electronic status updates as the waiver moves through the clearance process.  CAS will confirm receipt, and provide updates when the waiver is cleared by CAS and OEB, and when the waiver is approved by the CFO.




UNITED STATES DEPARTMENT OF COMMERCE


Chief Financial Officer


Assistant Secretary for Administration


Washington, D.C.  20230
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