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ATTACHMENT 1

BPA CALLS

Item #

Item Name

User Instructions

6C

Multiyear Contract

User will select the appropriate code from drop-down.

Enter code Y when the definition for multiyear contract applies. Do not report contracts
containing options as multiyear unless the definition above applies to the contract.

Y Yes Contract is a multiyear contract as defined by FAR 17.103
NOTE: Multiyear orders for services or products are defined to be for more than one year.
N No Contract is not a multiyear contract as defined by FAR 17.103

A multi-year contract means a contract for the purchase of supplies or services for more
than 1, but not more than 5, program years. Such contracts are issued under specific
congressional authority for specific programs. A multi-year contract may provide that
performance under the contract during the second and subsequent years of the contract is
contingent upon the appropriation of funds, and (if it does so provide) may provide for a
cancellation payment to be made to the contractor if appropriations are not made. The key
distinguishing difference between multi-year contracts and multiple year contracts is that
multi-year contracts buy more than 1 year's requirement (of a product or service) without
establishing and having to exercise an option for each program year after the first.

6F

Performance
Based Service
Acquisition

User will select the appropriate code from drop-down.

Y This is a contract for services and 80% or more of the requirement is specified
as a performance requirement.

N This is a contract for services and less than 80% of the requirement is specified
as a performance requirement.

* Not Applicable

NOTE: If the order is for services the answer is usually “No”
If the order is for products select (* - Not Applicable)

Indicates whether the contract is a PBSC as defined by FAR 37.601. A PBSC -
o0 Describes the requirements in terms of results required rather than the methods of
performance of the work;
0 Uses measurable performance standards (i.e., terms of quality, timeliness,

quantity, etc.) and quality assurance surveillance plans (see 46.103(a) and
46.401(a));

o0 Specifies procedures for reductions of fee or for reductions to the price of a
fixed-price contract when services are not performed or do not meet contract
requirements (see 46.407); and

o Includes performance incentives where appropriate.

For FPDS reporting purposes, a minimum of 80% of the anticipated obligations under the
procurement action must meet the above requirements.

6N

Purchase Card
Payment Method

Select “NO’ from drop-down. Only select “YES’ if Purchase Card was or will be used to
pay the contractor.

9C

Principal Place of
Performance

Click ;l to look-up the appropriate code where the work is being performed. Type the
City and State and choose the appropriate city and state combination from the list.
NOTE: For services, select the city code where the work is being performed.

For supplies, select the supplier’s location.




9K Zip Code — Place For U.S. Place of Performance enter in the zip code+4. A link to the USPS website is
of available
Performance if you do not know the four digit extension to the place of performance zip code.
NOTE: For services, enter the zip code where the work is being performed. For supplies,
enter the zip code for the supplier’s location.
10M Solicitation Select 'SP1 - Simplified Acquisition' from drop-down.
Procedures
21A Contractor Key Enter the name of the Contractor Key Personnel. If not known enter ‘UNKNOWN”.
Personnel
21B Contractor Key Enter the Contractor Key Personnel’s Email Address. If not known enter ‘UNKNOWN’.
Personnel Email
22A Government Enter the name of the Requester.
Project Officer
22B Government Enter the Requester’s Email Address. If not known enter ‘UNKNOWN’.
Project Officer
Email
23A Government Enter the name of the Purchasing Agent.
Contract Specialist
23B Government Enter the Purchasing Agent’s Email Address. If not known enter ‘UNKNOWN’.
Contract Specialist
Email
24 RFC Receipt Date | Enter the Date of the NBS Requisition.
(YYYYMMDD)
100 Type of Select ‘R — BPA Call’ from drop-down
Procurement
Action
101 Activity Code Select “N03 — The Office of Procurement Management (OPM)’ from drop-down.
102 Administering IC NOTE: The system may pre-populate this field.
User must select the appropriate code from drop-down.
This code identifies the NIH organization placing/administering the BPA Call.
105 Date Action Enter the date which the action is effective. Should be the same as Item 2B.
Effective
(YYYYMMDD)
106* Fiscal Year of Enter the fiscal year of the obligation.
Obligation
(YYYY)
131 Contracting NOTE: The system may pre-populate this field.
Officer Name
User must enter the appropriate Approver’s hame.
139* CAN Enter in the CAN
140* IC Look-up and select the appropriate Administrating IC from drop-down that is associated
with the CAN. Same as Item 102.
141* FY Funds Enter the Fiscal Year (YYYY) of Obligation. Same as Item 106.
142* Dollars Enter in the amount of the obligation.

*Only complete when obligating or de-obligating funds.






