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BUPERS | NSTRUCTI ON 4235. 3

From Chi ef of Naval Personnel
Subj :  PROCUREMENT GUI DELI NES

Ref : (a) NAVSUPI NST 4330. 7A
(b) Federal Acquisition Regulations (FAR)
(c) NDW NST 4235. 6B
(d) SECNAVI NST 5231.1C
(e) SECNAVI NST 4200. 31C
(f) DOD Directive 5500.7D

1. Purpose: To issue procurenent procedures for supplies and
servi ces purchased by the Bureau of Naval Personnel (BUPERS)
This instruction is a conplete revision and shoul d be revi ewed
inits entirety.

2. Cancel | ati on. NAVM LPERSCOM NST 4235. 1A.

3. Discussion. By references (a) through (f), this instruction
provi des procurenent guidance to BUPERS personnel. Adherence to
t hese procedures, augnented by consultation with the Contract

Li ai son Oficer (Pers-021C), will result in tinmely processing of
procurenent requirenments. Contracting lead-time will be reduced
since a significant part of overall lead-tine is spent obtaining
clarification of technical requirenents, supplenental approvals
and justifications, fromrequesting activities. The

requi sitioner, contracting center, contractor, contract
admnistrators, and the ultinmate users of the goods or services
wi Il benefit if procurenment functions are planned, processed,
and adm ni stered properly.

4. Action. Al procurenent functions are to be perfornmed in
accordance with this instruction.

5. Forns Availability: See page iii.
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Rear Admiral, Navy

Deputy Chief of Maval Personnel

Distribution: (See next page)
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FORMS

The forns |listed bel ow are avail able fromthe Bureau of Naval
Personnel (Pers-021):

NAVCOMPT 2276 (8-81), Request for Contractual Procurenent,
S/'N 0104- LF-702- 2761, see appendi x E.

DD 1423 (6-90), Contract Data Requirenents List, S/N 0102-
LF- 010- 5400, see appendi x F.

The following forns are available in the Navy supply system
usi ng requisitioning procedures contained in NAVSUP P-2002, Navy
Stock List of Publications and Forns:

DD 250 (11-92), Material Inspection and Receiving Report,
S/'N 0102- LF- 014- 1300.

DD 1149 (1-93), Requisition and | nvoi ce/ Shi ppi ng Docunent,
S/'N 0102- LF- 015- 8500.



BUPERSI NST 4235. 3

17 JUL 1995
CHAPTER |
| NTRODUCTI ON
1. Ceneral. The nost inportant step in the acquisition process
is the preparation of the contract request. It nust clearly and

t horoughly describe the material or services required and

i nclude all supplenentary information necessary for the
contracting office to proceed with the acquisition. Al too
frequently, when the necessity for materials or services becones
apparent to a BUPERS division, it is determned to be critical

or is disregarded until it becomes critical. Consequently, the
i ndi vidual responsible for preparing a requisition is pressured
to process the docunentation expediently. 1In nost cases when

this occurs, the requisition | acks preci seness and/or the

requi red supporting docunentation. To avoid entanglenent with a
contractor such as changes, disputes, clainms, and uneasy

rel ati onshi ps between governnent and contractor personnel, it is
to everyone's benefit for the initial preparation to be done
correctly.

2. The contract request consists of a variety of docunents,
dependi ng upon the procurenent action. At BUPERS, nost

requi renents fall within two broad categories: supplies and
servi ces.

a. Supply contracts include all itens except |and or
interest in land. A supply contract procures a specific end
product which is the primary purpose of the contract.

b. Both service contracts and Consulting Service (CS)
contracts directly engage tinme and effort of a contractor whose
primary purpose is to performan identifiable task rather than
to supply an end item For purposes of this definition, a
report is not considered a specific end product if the primry
pur pose of the contract is to obtain a contractor's tinme and
effort and the report is nerely incidental to this purpose.

c. The service contract request is nore conplicated due to
the restrictions governing personal services contracting and
provi sions made to ensure that the Departnment of the Navy (DON)
retains its ability to control its own prograns and policies.
Further information about the adm nistration of service
contracts is contained in reference (a)|.

3. This instruction sets forth the basic policies and
procedures for the subm ssion of contract requests. Adherence
to this instruction by all requesting offices and departnents
w Il enable the appropriate contracting agency to provide better
and nore tinmely service.
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CHAPTER | |

ADM NI STRATI ON PROCEDURES

201. Conmuni cations with Contractors

1. By reference (b)|, correspondence and oral conmunications
Wi th contractors concerning DON contractual matters shall be
conducted w thout obligating the governnent or altering an
exi sting contract.

2. No person, other than a duly designated contracting officer
acting wwthin the scope of his/her authority, is authorized to
enter into or nodify a contract.

3. Wile imediate action may be necessary in sone cases to
obtain supplies, services, and/or correct equi pnent

deficiencies, the need to provide pronpt notice to a contractor
does not justify entering a contractual comm tnent by other than
aut hori zed personnel. Tinely contractual coverage can be
provided within the framework of present procedures wth proper
initiative and foll owthrough.

4, Under certain circunstances, crimnal and adm ni strative
penal ties are provided for unauthorized comm t nent of
appropriations.

202. Policies Governing Conmuni cations with Industry

1. Witten Communi cation

a. Al witten comunications intended for a contractor or
prospective contractor which

(1) Contractually conmt the governnent;

(2) Interpret, waive, or change the provisions of any
contract or solicitation docunent;

(3) Exercise any right under a contract, such as right
of termnation or right to inplenent an option;

(4) Propose or affect any other contractual term or
provi sion; or

(5) Purport to anend a contract shall be issued only

by the appropriate contracting officer or his duly authorized
representative acting wthin the scope of his authority.

-1
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b. The counsel of Fleet and Industrial Supply Center
(FISC) Norfol k Detachnment is authorized to communicate directly
Wi th contractors and prospective contractors concerning nmatters
of formand legality of contracts, |egal aspects of clains,
l[itigation, etc. A copy of each communi cati on between FI SC and
the contractor shall be provided for the official contract file
of each contract affected by the particular comuni cati on.

c. Witten conmunications involving contractual matters
whi ch affect contract adm nistration shall be sent via Pers-021,
the contracting officer, and the field contract adm nistration
office of the contracting center. Correspondence relating to
matters not within the responsibility of the contract
admnistrators (i.e., general information) may be exchanged
directly with the contractor, but a copy shall be furnished to
all the above parties.

2. Oal Conmmunications

a. \Whenever possible, conmunications concerning
contractual matters with contractors or prospective contractors
shall be in witing. Oal discussions, when essential, shall be
conducted foll om ng paragraphs (b) and (c) bel ow

b. Wienever oral conmuni cations between DON and contractor
personnel may affect the scope or provisions of a contract, the
field contract adm nistrator and contracting officer, if
possi bl e, shall be parties to the discussion. |f they can not
be present, they shall be advised i mediately of the matters
di scussed and any probabl e consequence of the discussions.

Were | egal aspects of a contract are to be discussed, counsel
shal |l be present. Such discussions will be docunented and fil ed
with the appropriate contract.

c. Oral discussions with comrercial concerns that involve
substantive matters in connection with pending or prospective
procurenent actions shall be conducted through the appropriate
contracting officer. This includes the oral solicitation of
prices and technical or managenent information or engineering
data in connection with a contenpl ated procurenent.

203. Action
1. Al persons involved in the adm nistration of governnent

procurenent prograns and contracts shall conply with the
f oregoi ng policies.

I1-2
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2. Actions that commt the governnent to obtain supplies or
services fromcommercial concerns or actions that nodify the
terms of contracts shall be processed only through proper
adm ni strative channels and executed only by duly designated
contracting officers.

3. CGovernnent representatives (other than contracting officers)
participating in neetings, conferences, plant visits or any

ot her communi cations with contractor representatives should

advi se the contractor:

a. That they have neither the authority nor the intention
to change the contract terns.

b. That if the governnent does desire to issue changes,
only the contracting officer will do so (and in witing) in the
manner prescribed in the contract.

204. Statenent of Limtation of Authority. An exanple of a
statenent which nay be used by a DON representative for this
pur pose i s:

YOU ARE HEREBY NOTI FI ED THAT | DO NOT HAVE THE AUTHORI TY TO

DI RECT YOQU I N ANY WAY TO ALTER YOUR OBLI GATI ONS OR CHANGE THE
STATEMENT OF WORK I N YOUR CONTRACT. FURTHER, |F THE DEPARTMENT
OF THE NAVY, AS A RESULT OF THE | NFORVATI ON OBTAI NED FROM
TODAY' S DI SCUSSI ON, DOES DESI RE TO ALTER YOUR CONTRACT

OBLI GATI ONS OR TO CHANGE THE CONTRACT STATEMENT OF WORK, CHANGES
WLL BE I SSUED I N VRI TI NG AND SI GNED BY THE CONTRACTI NG OFFI CER
YOU SHOULD TAKE NO ACTI ON ON ANY CHANGE UNLESS AND UNTIL YQU
RECEI VE SUCH A CHANGE ORDER

205. Unsolicited Proposals

1. An unsolicited proposal is a witten offer to performa
proposed task or effort that is initiated and submtted to the
governnent by an offeror without a prior request for bids by the
government. Advertising material, comercial product offers,
contributions and technical correspondence as defined bel ow are
not unsolicited proposals within the intent of reference [(C)!

a. Advertising material designed to acquaint the
governnment with a prospective contractor's present off-the-shelf
products or potential capabilities, or to determ ne the
governnment's interest in buying such products.

I'1-3
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b. Commercial product offers of standard comrerci al
products usually sold to the general public that the vendor
W shes to see introduced into the governnment's supply system as
an alternate or replacenent for an existing supply item

c. Contributions - concepts, suggestions or ideas
presented to the governnment for its use with no indication that
the offeror will devote any further effort to themon behalf of
t he governnent.

d. Technical correspondence - witten requests for
i nformati on regardi ng governnent interest in research areas,
pre-proposal explorations, technical inquiries and research
descri ptions.

2. It is the government's policy to foster and encourage the
subm ssion of unsolicited proposals. An unsolicited proposal
must be i ndependently originated and devel oped by the offeror
and shoul d be prepared i ndependent of governnent supervision.
It should represent a substantial investnent of tine and effort
by the offeror. It should also present the proposed work in
sufficient detail to allow a determ nation that governnent
support could be worthwhile and that the proposed work coul d
enhance, benefit, and/or provide valuable input to sone area of
command responsibility.

3. Advance gui dance from command techni cal personnel is
perm ssi bl e and encouraged but only to answer prelimnary
inquiries as to the general need for the type of effort

contenpl ated and to convey an understandi ng of the conmmand

m ssion. Ofices shall nmake free witten information avail abl e
to serious potential offerors regarding policies and procedures
for unsolicited proposals. This information is avail able

t hrough the BUPERS Contract Liaison Oficer, Pers-021C. Any
personal contacts with offerors shall be conducted in a manner
that will preclude command conm tnments regardi ng the acceptance
of unsolicited proposals. Only a duly designated contracting
of ficer has this authority.

4. Unsolicited proposals shall be acknow edged as soon as

possi ble. The office receiving the unsolicited proposal shal
draft a response for the BUPERS Conptroller's signature which
advi ses that the proposal has been received and is under review

I1-4
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5. Prior to making a conprehensive evaluation of an unsolicited
proposal, the coordinating (receiving) office shall determ ne
t hat the docunent:

a. Contains sufficient technical and cost information to
permt a neani ngful eval uation.

b. Has been approved by a responsible official or
aut hori zed representative of the organization submtting the
proposal or a person authorized to contractually obligate the
or gani zati on.

6. |If the docunent does not neet the above requirenents, the
of feror shall be given the opportunity to provide the required
data. |If the proposal is not within the purview of BUPERS' s

m ssi on, a conprehensive eval uati on need not be nmade. |nstead,
the submtter shall be furnished a pronpt reply (witten by the
receiving office and signed by the BUPERS Conptroller) stating
how t he docunent is being interpreted by the division, the
reason(s) for not evaluating it, and the disposition of the
material submtted. A revised proposal which is responsive to
the command's initial determination will be reconsidered.

7. In evaluating an unsolicited proposal, comand personnel
shal |l consider the followng factors in addition to any others
appropriate for the particul ar proposal:

a. Unique, innovative or neritorious nethods, approaches
or ideas which have originated wwth or are assenbled by the
of feror;

b. Overall, scientific, technical or socio-economc
merits;

c. Potential contribution of the effort to the command' s
specific m ssion; and

d. Capabilities, related experience, facilities,
t echni ques or uni que conbi nations of these which the offeror
possesses and offers and which are considered to be integral
factors for achieving the proposal's objectives.

8. A favorabl e conprehensive evaluation of an unsolicited
proposal does not, in itself, necessarily justify negotiating on
a sol e source basis. Agency contact points shall return an
unsolicited proposal to the offeror, citing reasons, when its
subst ance:

a. |s available to the governnment wi thout restrictions
from anot her source;
I1-5



BUPERSI NST 4235. 3
17 JUL 1995

b. Cdosely resenbles a pending conpetitive
solicitation; or

c. |Is otherwise not sufficiently innovative or unique to
justify acceptance.

9. If the receiving office decides to pursue a contract based
on the unsolicited proposal, sole source procedures listed in
par agraph 305 nust be foll owed.

10. The contracting officer may award a negoti at ed
nonconpetitive contract when:

a. It is not of the character described in paragraph 8a
above; and

b. The agency technical office sponsoring the contract
supports its recomendation with facts and circunstances that
precl ude conpetition and furni shes the necessary funds.

11. If the unsolicited proposal is acceptable for award w t hout
conpetition, the agency and offeror shall use the proposal as
the basis for negotiation.

12. The command shall not use any data, concept, idea or other
part of an unsolicited proposal as the basis, or portion of, a
solicitation or in negotiations with other firnms unless the
offeror is notified of and agrees to the intended use in
witing. However, nothing precludes the use of any data,
concept or idea available to the command from ot her sources

W thout restriction. The disclosure of any information
concerning trade secrets, processes, operations, style of work,
apparatus and other matters, except as authorized by |aw, may
result in crimnal penalties under the provisions of 18 U S. C
1905.

206. Unaut hori zed Conm t nent s

1. Policy. Only contracting officers as defined in reference
(b), acting within the scope of their authority, may enter into
contracts on behalf of the governnment. Subject to the
limtations and per the procedures prescribed bel ow, certain
contracting officers may ratify (approve after the fact) actions
initiated or approved by DON officials or enployees who did not
have authority to enter into contracts on behalf of the
government but which resulted in supplies being delivered or
services being rendered to the governnent.

I'1-6
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2. Lim tations

a. Unauthorized commtnents (UCs) nmade to circunvent or
evade the procurenment statutes and regul ati ons may not be
ratified. The ratifying official nust determ ne that the
commtnment resulted froman urgent or energency requirenment or
froma m stake of fact on the part of governnent personnel. The

ratifying official nust also find that the contractor relied on
t he apparent authority of the official or enployee nmaking the
UC.

b. These procedures shall not be used when the contractor
has an adequate renedy of |aw under the Contract D sputes Act
(see FAR 33).

c. These procedures shall not be used if the resulting
contract woul d not otherw se be proper (for exanple, when the
government was ot herw se precluded by | aw from procuring the
supplies delivered or services rendered).

d. These procedures shall not be used unless the ratifying
official determines that the price to be paid is fair and
reasonabl e (taking into account such factors as the price if
normal procurenent procedures had been foll owed).

e. These procedures shall not be used to authorize the
paynment of unal | owabl e costs.

f. The ratifying official nmust be a contracting officer
who had authority to enter into the contract at the tine the UC
was made and who still has that authority at the tinme of
ratification.

g. Unauthorized commtnents may not be ratified when there
i's a genui ne doubt concerning a question of |law or fact.

3. Authority. The authority to ratify UCs up to $50,000 is
del egated to the head of the contracting activity (for exanple,
Naval Supply Systens Command) with authority to redelegate to a
| evel no |l ower than chief of the contracting office provided
that the authority to ratify UCs in excess of $5,6000 may not be
redel egated and provided further that all proposed ratification
are reviewed by the appropriate |awer(s) of the Ofice of
Ceneral Counsel and all contracts are approved as to form and
legality.

-7
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4. Pr ocedur e

a. The person nmaking the UC shall forward to his or her
departnment head docunentation concerning the transaction, which
shal | include as a m ni num

(1) A signed statenent describing the circunstances,
why normal procurenent procedures were not followed, what bona
fide governnment requirenent necessitated the comm tnent, whether
any benefit was received, its value, and other pertinent facts;
and

(2) Al orders, invoices or other docunentary
evi dence of the transaction. Oiginals nust be provided.

b. If the departnment head concurs that the conm tnment
shoul d be ratified, he/she shall forward the docunentation
descri bed in paragraph 4a above to the contracting officer via
t he BUPERS Conptroller and DCNP with an endorsenent that:

(1) Verifies the accuracy and conpl eteness of the
docunent ati on;

(2) Describes the neasures taken to prevent a
recurrence of the UC, and

(3) Provides a conpl eted NAVCOWT 2276, Request for
Contractual Procurenent, citing a purchase description and
funding for the UC. The accounting data will be inserted by
Pers-021.

c. After the Conptroller has endorsed the ratification
request, it will be sent to DCNP for review and approval. DCNP
will sign the final endorsenent. DNCP' s endorsenent nust
address the steps taken to prevent recurrence of the
unaut hori zed conmm t nent.

d. |If DCNP favorably endorses the ratification request, it
wll be forwarded to the cognizant contracting agency for
preparation of the DD 1155, Order for Supplies or
Servi ces/ Request for Quotations. The unsigned purchase order
will then be forwarded to the contracting center.

e. The contracting center will:

(1) Review the docunentation and endorsenents
provi ded;

I'1-8
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(2) Ascertain whether there are any questions of
fact;

(3) Prepare the findings and determ nations required
by paragraph 2a above;

(4) Prepare a recommendation to the ratifying
official; and,

(5) Submt the contract and supporting docunments to
Counsel for an opinion as to formand legality and for any other
pertinent comments.

f. The ratifying official (the Commanding O ficer of the
contracting center) will exam ne the statenent of the individual
who made the UC, the endorsenents, invoices and contract. |If
ratification is proper, he/she shall:

(1) Make the appropriate findings and determ nations;
and

(2) Execute (sign) the contractual docunent.

g. The signed contract and invoices wll be returned to
Pers-021C for certification and subm ssion to the paying office.

h. At any point in the review cycle, the request for
ratification may be di sapproved. |In that event, no governnent
funds will be used to pay for the UC unless the contractor files
a claimwith the General Accounting Ofice (GAO and GAO
requires the governnent to pay the claim It may instead find
that the person who made the UC is liable for the costs
i ncurred.

207. Contract Adm nistration Plan (CAP)

1. The CAP lists the adm nistration functions specifically
designated as the responsibility of each specified adm ni strator
involved in the contract (i.e., the requiring activity, the
Procuring Contracting Ofice (PCO, the Contract Adm nistration
Ofice (CAO, and the Contracting Oficer's Techni cal
Representative (COTR). See reference (a)| for nore information
on the preparation of the CAP

2. Docunentation. The Docunentation Formfor the Contract

Adm ni stration Plan (Appendix A Part 1), provides the format to
assist with subm ssion of information required bel ow

Concurrent with submtting the Request for Contractual
Procurenent, the requiring division shall:

11-9
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a. ldentify those specific areas of the proposed contract
effort where specific technical expertise is required to ensure
quality, satisfactory performance, and successful contract
conpl eti on.

b. Nom nate by separate correspondence to Pers-021C an
i ndi vi dual by nane, title, code and phone nunber who wll be
avai l abl e to be appointed by the PCO as principal COIR (see
section 208).

c. Arrange for COTRs to attend Navy approved COIR training
(a three day course) prior to contract award.

d. Briefly explain procedures established or actions being
taken that will ensure satisfactory performance of personnel at
the requiring activity, in order to assist the PCO in devel opi ng
t he CAP.

e. Provide a description of required reports by subm ssion
of a DD 1423, Contract Data Requirenents List (CDRL) and
acconpanyi ng Data Item Description Specification (DI DS). See
section 404.

f. Jldentify any repetitive requirenents applicable to one
activity so that a Master Contract Adm nistration Plan may be
devel oped by the PCO and subsequently submtted wth a Request
for Contractual Procurenent (RCP) as docunentation.

208. Contracting Oficer's Technical Representative (COIR)

1. The COTR is the Quality Assurance nonitor and technica
advisor to the contract admnistrator and is specifically

nom nat ed and appoi nted for each contract. An alternate may be
appointed to act in the absence of the COIR and assistants nmay
be needed to provide additional expertise. The principal COIR
shall be the | ead and be accountable for the actions of the
alternate and all assistants. A COIR may not obligate the
government, issue delivery orders, or nodify any existing
contracts.

2. Nom nations shall be nade via neno to Pers-021C. The neno
shall be in the format shown in Appendix B. The approved

nom nation will be signed only by DCNP or his designee (the
Comptroller). A copy of the signed nomnation letter shall be
provided to the PCO  The formal appointnent of the COIR shal
be made in the contract award docunent.
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3. The COIR shall
a. Performthe duties designated in the CAP

b. Inspect and/or accept the services and/or
deliverable(s) as the official governnment representative.
Notify the PCO CAO that the services have been accepted to
ensure pronpt certification of the contractor's invoi ces.

cC. Submt a witten report on the performance of the
contractor to the PCO for all contracts exceedi ng $100, 000. The
report shall address the tineliness and acceptability of the
deliverabl es, the use made of those deliverables/reports, and
the effectiveness of the contractor's performance. Appendix C
provides a sanple format for these reports. For indefinite
delivery/indefinite quantity contracts for which the aggregate
val ue of the orders exceed $100,000 and the report covers nore
than one order, identify the order that required the
deliverable/report. The report period shall be no nore than 6
mont hs, but may be | ess as designated by the PCO

d. Mintain appropriate file docunentation to support the
COIR s actions for paragraphs a through c above.

e. Confer with the Contract Liaison Oficer (Pers-021C) to
enabl e himor her to:

(1) Alert the contracting officer to any potenti al
pr obl ens.

(2) Determne reasons for any slippage in the
performance schedule (the COIR is not authorized to change
delivery schedul es, even at no additional cost), report these to
the contracting officers, and nmake recomendati ons to hini her
for corrective action and recovery of the slippage.

f. Be thoroughly famliar with the contract, its
provi sions, and all the cl auses.

4. Above all, the COTR s relationship with the contractor nust
be beyond reproach. Even the appearance of collusion with the
contractor must be avoided. Accordingly, strict conpliance with
SECNAVI NST 5370. 2G regardi ng standards of conduct and conflicts
of interest is required. The COIR nust be alert to avoid
transform ng the contract into personal services and to avoid
obligating the governnent to anything that is not required in
the contract.
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5. The duties and responsibilities set forth above are not
intended to be all inclusive. As specific situations arise that

have not been covered or that create a question, the COIR nust
bring these to the attention of Pers-021C and obtain advice on
how to proceed in the best interest of the governnent.

6. | f an appointed COIR resigns or is transferred, a new COTR
must be appointed follow ng the procedures shown above.

209. Governnent Furni shed Space. Furnishing office space to
enpl oyees of contractors is contrary to command policy unless it
is inpractical to performthe work el sewhere. If it is

consi dered essential that contractor personnel occupy BUPERS
space, a signed request wll be forwarded fromthe depart nent
director to the Director of Admnistration (Pers-01). The

request will contain the followng information at a m ni num

1. Name of requestor

2. Conpany

3. Physi cal |ocation of contract personnel

4. Wor k bei ng perforned

5. Justification for onboard | ocation

6. Procurenment plan nunber

7. Contract/requi sition nunber(s)

8. The expiration date of the contract (estimate, if not sure)
9. An approxi mate cost savi ngs anal ysis

The witten approval is then forwarded with the current request
to Pers-021 for processing. Contractor personnel wll be

al | ocat ed BUPERS par ki ng space at the discretion of the Pers
code in which they are working. Be advised that space for
contractor personnel will be taken fromthe departnment’s current
space allocation. The fact that the governnent will furnish
space (or any other equi pnent or supplies) nust be explicitly
cited in the NAVCOWT 2276, Request for Contractual Procurenent,
as it should influence the contractor’s costs. Additional
furniture, tel ephones, or simlar office equipnment will not be
ordered specifically for contractor use.

210. Subscriptions. Each subscription request nust include a
certification by Pers-01 that the nmagazi ne/ periodical is mssion
essential and an expl anation why the subscription is necessary.
Furni sh the nanme of the publication, beginning and endi ng dates
of service, and the publisher’s nane, phone nunber, and address.
For renewal s, provide a current nmailing label. 1In all cases,
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submt the requisition 4 nonths prior to the start date.
Subscriptions will be in the name of the command (not the
ordering individual) and will be funded by the requestor.

211. Equi pnrent Mai ntenance/ Service Contracts. For annual

mai nt enance contracts of fixed amounts, provide full details of
equi pnent coverage, tine of perfornmance, response tine, etc.
Provi de the nanme and tel ephone nunber of a technical point of
contact. For renewals, provide the same information as above.
The term "mai ntenance renewal " without a full statenment of work
is not sufficient. Submt the requisition 4 nonths prior to
start date. Also submt the nanes, tel ephone nunbers and a
poi nt of contact of three vendors who can provide the required
service. See reference (e) for nore details.

212. Equi pnrent Repairs. For all one-tine repairs of general
equi prent not under warranty or an existing mai ntenance
contract, Provide the type of equipnent, manufacturer/brand
nanme, serial nunber(s), equipnment |ocation (including building
and room nunber), the nature of the problemand a point of
contact. List only one repair per requisition. See reference
(e) for nore details.
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| NSTRUCTI ONS FOR COVPLETI ON OF CONTRACT REQUESTS

301. Basic Requirenents for the Contract Request

1. The following chart details the docunents and information
necessary to conplete the varied types of contract requests and
t he appendi x which shows a sanple of the form

THE BASI C CONTRA!

- - SUPPLI ES

COVPETI Tl VE

NAVCOWPT 2276 (E)
Specifications/Item Description

THE BASI C CONTRA!

SOLE SOURCE

NAVCOWPT 2276 (E)
Specifications/Item
Description

Sol e Source
Justification (J&A

(1)

- - SERVI CES

COVPETI Tl VE

NAVCOVPT 2276 (E)

DD 1423 (F)

St at emrent of Work
Level of Effort
Techni cal Eval uation
Pl an

SOLE SOURCE

NAVCOVPT 2276 (E)

DD 1423 (F)

St at emrent of Work
Sol e Source
Justification (J&A)
(1)

Level of Effort
Techni cal Eval uation
Pl an

CEl LI NG | NCREASE/ EXTENSI ON ( Sol e Source, Services)

NAVCOVPT 2276 (E)
Justification for Extension

St at emrent of Work

DD 1423 (F)

Sol e Source Justification (J&A)
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DELI VERY ORDER
SUPPLI ES SERVI CES
NAVCOVPT 2276 (E) NAVCOVPT 2276 (E)
DD 1423 (F) DD 1423 (F)
|t em Description St at enent of Work
| tem zed Support
Cost s
| ndependent
Gover nnent
Cost Estimate
TO EXERCI SE AN OPTI ON
SUPPLI ES SERVI CES
NAVCOVPT 2276 (E) NAVCOVPT 2276 (E)
Option Description Option Description
Statenment of Work
DD 1423 (F)
Sol e Source
Justification (J&A
MODI FI CATI ONS
(To Basic Contractual Docunents)
SUPPLI ES SERVI CES
NAVCOVPT 2276 (E) NAVCOVPT 2276 (E)
Sol e Source Justification (J&A) Sol e Source
Modi fication Description Justification (J&A

Modi fication
Description

2. Basic Requirenents Discussion. The enclosures to a contract
request vary with the type and anmount of the request. Sone
docunents are always required. Sanples of all fornms are | ocated
in the appendices of this instruction. The appendi x desi gnhation
i s shown beside the formnunbers. Please adhere to these
instructions to prevent needless work and to expedite the
processi ng of contract requests.

a. The NAVCOWT 2276, Request for Contractual Procurenent,
Appendi x E is the basic contractual docunent and nust al ways be
i ncl uded.
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b. The DD 1423, Contract Data Requirenents List, Appendi X
F is used to |ist deliverables required by a service contract.
It should be identical to the deliverables section of the
statement of work. It is the ONLY docunent in the contract
request that legally binds the contractor to deliver the
required itemns.

c. Al contract requests nmust contain either a
specification (itemdescription) or a statenent of work,
dependi ng upon what is being procured.

d. An independent governnent cost estimate is required for
all delivery orders processed by the contracting center. Upon
determ nation of a specific delivery order requirenment, the
di vision shall draft a statenment of work. An independent
government cost estimate shall be prepared delineating the
specific | abor categories to be utilized, expected hour usage
and any travel /material costs expected to be incurred. The
NAVCOWPT 2276 shall be prepared enclosing the previous two itens
and any ot her required docunentation and submtted to the
contracting center for processing. Sinultaneously with
subm ssion of the requirenents package to the contracting
center, a copy of the statenent of work shall be sent by the
division to the contractor requesting his proposal to perform
this task and instructions that said proposal is to be sent to
the contracting center. Upon receipt of the requirenents
package and contractor proposal, the contracting center wll
conpare the two estimates and request conments fromthe division
as to differences in quantity of hours, |abor categories
proposed and types of material/amunts of travel proposed. The
contracting center will utilize the comments provided and
negoti ate an equitable settlenent and subsequently issue the
delivery order.

e. Requirenments for information systens (conputer
resources, automatic data processing (ADP) equi pnment, text
(word) processing equi pnment, data comruni cations and ot her
aut omati on resources) require authorization before they nay be
procured. The cover letter to the contracting center, to be
signed by the BUPERS Conptroller, nust cite reference (d).

f. For all sole source procurenents, a signed
Justification and Approval for O her than Full and Open
Conpetition (J&) nust be subnmitted as a separate enclosure. It
nmust contain the information described in Section 307 of this
i nstruction.

302. Instructions for Using NAVCOWPT 2276, Request for
Cont ract ual Procurenent
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1. General. The NAVCOWT 2276, Request for Contractual
Procurenent (RCP), is to be used by all DON activities whenever
their primary requirenent involves material or services which
will be satisfied by contracts placed with commercia
enterprises. The RCP will be used for requesting contractual
procurenent fromany activity or organi zation of the U S.
government. The DD 1149, Requisition and | nvoi ce/ Shi pping
Docunent, will not be used for requesting contractual
procurenent. A sanple NAVCOWT 2276 is provided in appendi x E.

2. Uses and Authority. The NAVCOWPT 2276 will be used in the
foll ow ng situations:

a. To request one-tine procurenments which normally invol ve
one or a very few fund citations and which result in only one
contract being awarded to conpletely satisfy the itens or
servi ces requested.

b. To request itens or services avail abl e under the
Ceneral Services Adm nistration (GSA) Federal Supply Schedul es
(FSS).

c. To request itens or services avail able under basic
ordering agreenents (BOAs) and/or bl anket purchasing agreenents
( BPAS) .

d. To request material/itens not listed in the Managenent
Li st- Navy.

e. To request engineering services, training, consultant
studi es and anal yses and/or research and devel opnent efforts.

f. To request the nmaintenance, alteration, or repair of
real property.

g. Contracts resulting from RCPs may include orders under
open-end contracts for collateral services. Wwen it is
necessary to issue a reinbursable order for collateral services
incidental to the performance of the contract (such as in the
case of facilities contracts involving MLCON funds), the
perform ng activity will request the granter of the RCP to issue
t he appropriate NAVCOWT 2276 for the required coll ateral
services and forward an anendnment to the RCP reflecting the
correspondi ng reduction in the RCP funding.
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The NAVCOWPT 2276 will be prepared as foll ows:

Titl e/ Description

Enphasi zes that the docunent nust be accepted
and acconplished on a direct citation of funds
basis and that the request is subject to the
conditions listed on the back of the form

DOCUMENT NUMBER. W I 1 be assigned in Pers-021
unl ess ot her arrangenents have been nade.

REFERENCE NUVBER. Leave bl ank.

FUNDS EXPIRE ON. The date that the funds
cited in block 13 expire for obligation

pur poses. Contracts resulting from NAVCOWT
2276s MUST be fully executed (signed) by the
contracting officer and the contractor (if
requi red) on or before the date in this

bl ock.

DVS RATI NG Leave bl ank.

PRIORITY. Priorities 08, 10, and 15 are to be
used by BUPERS. Priority 08 should be used
only for urgent requirenents. Hi gher
priorities require DCNP approval; contact
Pers-021C for assistance if a higher

priority is deemed necessary.

DATE REQUI RED. The date that the itenms or
services being requested in block 15 are
needed. This date should be realistic. Entries
such as "ASAP', "45 days after receipt

of order", etc., are not acceptable.

AMENDMVENT NO. Used only when a change to the
basi ¢ docunment is necessary. A sequenti al
nunber conmencing with "001" will be assigned
by the requestor to identify each amendnent.

FROM The Unit ldentification Code (U QC
name and address of the requesting division.

FOR DETAI LS CONTACT. The nane, code and
t el ephone nunber of the individuals to be
contacted if the contracting activity has any
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4. Preparation. The NAVCOWT 2276 will be prepared as foll ows:

Bl ock No. Titl e/ Description

10 guestions. The persons nanmed may be froma
different activity than the requesting
activity cited in block 9. The technical
poi nt of contact nust be able to answer
guestions concerning the nature of the work
while the adm nistrative/financial point of
contact (usually the Contract Liaison Oficer)
wi |l answer questions of this type.

11 TO. The U C, nanme and address of the activity
that will be awarding the contract/order.

12 MAIL INVO CES TO The U C, nane, and address
of the activity to whomthe vendor's invoices
are to be mailed. This will usually be Bureau
of Naval Personnel and the appropriate code.

A point of contact with code and tel ephone
nunber nust al so be cited.

13 ACCOUNTI NG DATA TO BE CI TED ON RESULTI NG
CONTRACT. Accounting data is provided in
Pers-021 unl ess ot her arrangenents have been
approved. Note: Block 13L represents the
total dollar anmount of funds authorized for a
particular requisition or anendnent. Bl ock
13Mis the cumul ative total amount of funds
aut hori zed, including all previous anendnents,
as of the date of that particul ar
docunent /anmendnent. (This does not apply to
delivery orders.) 1In the case of a "basic"
docunent, the anmounts appearing in blocks 13L
and 13M are identical.

14 Enphasi zes that the anmounts authorized on the
NAVCOWPT 2276 may not be exceeded in resulting
contracts/orders without prior witten
approval fromthe requesting activity cited
in block 9 unless |ocal agreenent between the
requesting activity and the contracting center
permts a dollar anount deviation. Item3
under the "conditions/instructions" section on
t he back of the NAVCOWPT 2276 appli es.
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Titl e/ Description

PROCUREMENT BY CONTRACT OF THE FOLLOW NG | TEMS
REQUESTED. Enter a specific, definite and
conpl ete description of each item of supplies,
mat eri al , equi pment or services required.

When appropriate, each item described will be
identified to its respective |ine of
accounting through the use of Accounting

Cl assification Reference Nunbers (ACRNs). The
need for an accurate and conprehensive
description in this block of the itens or

servi ces being requested cannot be

over enphasi zed. Al applicable col ums under
this block nmust be conpleted. Block 15I
should reflect the total estimted cost of the
items listed under block 13L. List the nane,
address, and tel ephone nunbers of three
sources of the item

Advi ses that attached pages shoul d be
consulted for delivery schedul es, preservation
and packing instructions, shipping data and
contract distribution information. Al

such attachnments nust be identified with the
docunent nunber entered in block 2 and

assi gned appropriate page nunbers. The total
nunber of pages in the request should be
entered in the space provided in the upper
right corner of the form

TRANSPORTATI ON ALLOTVENT.  Enter the all ot ment
or other accounting data to be cited for
transportati on charges (when applicable; e.qg.,
i f supplies/equipnment are to be shipped "FOB
O her™).

AUTHORI ZI NG OFFI CI AL. The nane, title and
signature of the individual in the requesting
activity authorized to issue the docunent.
The date the authorizing official actually

si gned the docunent should be left bl ank;

Pers-021 will fill in this date. Unless other
arrangenents have been nade, the preparing
office will type the following in the

signature bl ock: "conptroller's nane"
(in all caps), COWTROLLER
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Bl ock No. Titl e/ Description
19 ACCEPTI NG OFFI CIl AL. Leave bl ank. This bl ock

will be conpleted at the contracting center.

303. Specifications/Purchase Descriptions/Wrk Statenents

1. General. The product you receive is dependent on the
specification or work statenent that acconpani es your contract
request. It must be clear and precise not only to you but also

to the negotiator who nust buy the desired item Methods
avai |l abl e for defining your requirenment include MIlitary/ Federal
speci fications, the purchase description, and the work

st at enent .

2. Mlitary/ Federal Specification. Although the use of
mlitary/federal specifications is the preferred nethod of
descri bi ng what you want, they are sel dom used at BUPERS. For
nost procurenents, purchase descriptions or work statenments w |
suffice.

3. Purchase Description

a. |If federal/mlitary specifications are not available, a
purchase description is used. The description will include al
essential physical and functional characteristics of the
mat erials or services required, such as:

(1) Common nonencl at ure
(2) Kind of materi al
(3) Electrical data, if any
(4) Dinmensions, size, or capacity
(5) Principles of operation
(6) Restrictive environmental conditions
(7) Intended use, including:
(a) Location within an assenbly
(b) Essential operating conditions

(c) Equipnent with which the itemw |l be used
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(d) Oher pertinent information that further
describes the item material, or device
required.

Pur chase descriptions should not be witten so as to specify a
product or a particular feature of a product peculiar to one
manuf act urer (thereby precluding consideration of a product
manuf act ured by anot her conpany) unless it is determ ned that
the particular feature is essential to the governnment's m ni mum
requi renents and that simlar products will not be satisfactory.

b. A purchase description nmay describe requirenents using
per f ormance, design, or brand nanme or equal specifications, as
appropri at e.

(1) Performance specifications. Set forth operational
characteristics of the required item In such specifications,
desi gn, neasurenent and other details are not stated or
considered inportant as long as the required performance is
achieved. The contractor accepts responsibility for the design
and engi neering necessary to attain the stated perfornmance
characteristics.

(2) Design specifications. Set forth precise
measur enent tol erances, materials, tests, quality control
i nspection requirenents and ot her specific information. Under
this type of specification, the government is responsible for
the design and is, therefore, also responsible for om ssion
errors and di screpancies in the specifications and draw ngs.

(3) Brand nane or equal. Used when an adequate
speci fication of another type cannot be furni shed because of
technically involved construction or other supportable reasons.
The itemis identified by including names of representative
manuf acturers, products or brands, followed by the words "or
equal” so as to not limt conpetition to the particul ar products
or brands naned. These purchase descriptions nmust state the
m ni mum essential requirenents and specific salient features
necessary to nmeet your needs. |If several nmanufacturers
products will neet your need, all such products should be
identified. The use of brand name or equal purchase
descriptions is limted to procurenents of standard comrerci al
products. Furnish catal og nunbers, dates, and page nunbers
applicable to specific products cited.

4. Work statenments. A work statenment is used to describe
requi renents for service efforts. It should be as clear and
definitive as possible, whether it describes requirenents for
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relatively sinple services such as data entry or conpl ex studies
and anal yses.

a. Specific work statenents. Wrk statenents descri bing
wel | -defined jobs should contain the follow ng information:

(1) Scope of work. Explain the breadth and depth of
the effort in general ternms. This is usually covered in one
bri ef paragraph, but its brevity does not undermne its
i nportance. During contract performance, a contractor cannot be
required to do anything beyond the scope of the contract.
Shoul d a dispute arise, this paragraph will be read critically
to determine the intent of the parties in the contract.

(2) Physical details. State where the work will be
performed, what types of facilities/equipnment are considered
essential for satisfactory performance (if any), what equi pnent
or information will be furnished by the governnment (if any),
etc. Be specific. The reading business agent should be able to
readily determne if location or |ack of certain physical
resources would rule himout as a contender for award, and what
resources or input he can expect fromthe governnent.

(3) Step-by-step or other |ocal description of
expected performance. |If it matters to you how a job is done
t hen expl ain, step-by-step, how it should be done. Use phrases
such as "The contract shall do X' instead of "The contractor
should do X." Use active rather than passive voice to avoid
anbiguity. A potential offeror reading the work statenent in a
solicitation should understand requirenents well enough to (1)
submt a realistic proposal, and (2) proceed with the work to
conpl etion without any other direction or guidance, if he gets
the contract. |If it only matters to you that certain things are
done and the "how' can be left to the contractor, then specify
all such requirenents. For exanple, "The contractor shal
review the drawi ng for accuracy and conpl et eness” does not tel
a contractor HONto review, but it clearly tells himthat a
reviewis required. Do not be influenced by the length of this
part of the work statenment; what matters is that it states what
you need done clearly enough so that a contractor can performto
your satisfaction with the work statenent as his only guide.

(4) Deliverables. Specify all output you expect from
the contractor's efforts.

(a) Required docunentation. This should be
enuner at ed and descri bed and should correspond to the listing on
the DD 1423, Contract Data Requirenents List. Cite points you
want covered in "Progress Reports"; describe what a "Final
Report™ should include. Determ ne the nunber of copies of each
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docunent needed and prepare a distribution |ist for each data-
type deliverable. Determne the quality of appearance you need.
| f charts nmust be in color to be sufficiently clear to a user,
wite this down--it will influence price. |If reports nust be
bound, say so. Renenber, the work statenent constitutes a
potential offeror's and contract adm nistrator's total

under standi ng of your requirenent. It is your responsibility to
make it thorough, precise and clear.

(b) Physical itens or conditions. State what you
expect; i.e., arepaired engine that will nmeasure up to
speci fied acceptance tests, a nmowed | awn which is cleared of cut
grass, etc.

b. Work statenents for indefinite quantity/indefinite
delivery requirenents. These work statements describe tasks
whi ch nust be acconpli shed when source data becones avail abl e or
specific requirenents beconme known. For exanple, contracts have
been |l et for anal yses of data which is received by a Navy
activity on a periodic or irregular basis. It is known that the
data will be received and it is known that it nust be anal yzed,
but the specific data is not in hand, the amount to be received
is not positively known and all aspects of its anal ysis cannot
be prescribed. In this situation, a work statenent should
provi de the sane essential information already described for
specific work statenents, except that the description of
expected performance part will probably take a different form
For the exanple described, the foll owi ng woul d be incorporated
in that part of the statenent:

(1) The nature of the data to be anal yzed;

(2) The volunme of work anticipated (nunber of data
sets expected; frequency of receipt; anount of data per set,
etc.),

(3) Essential elenments of required analysis. |If tasks
can be identified, describe them

The physical details part of the work statenent includes a
definition of the specific type(s) of expertise necessary to
performrequired anal yses. Specific |abor categories should be
recommended, with estimates of the nunmber of manhours likely to
be required of each category to conplete one anal ysis job.
(This manhour estinmate will probably not be included in the
solicitation, but it will serve as a guide against which to
nmeasure of ferors' understandi ngs of the work statement through
conparison with THEIR estimates.)
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304. Instructions for Conpletion of DD 1423, Contract Data
Requi renments List, Appendix F

1. | nt roducti on

a. Wien a Contract Data Requirenents List (CDRL) is made
part of a contract, it is the sole contractual docunent listing
all data to be delivered under the contract. A sanple DD 1423
is located in appendix F.

b. Blocks 17 through 26 may be |eft bl ank.

c. Blocks 1-8, 10 and 12-15 nust be conpl eted when
applicable. Conpletion of fields for other data el enents is
optional .

d. A maxi mum of four separate line itenms of data may be
entered on each form a separate line entry shall be used for
each data itemrequired fromthe contractor.

2. General CDRL |nformation

Title Descri ption
ATTACHVENT NUMBER Leave bl ank.
TO EXH BIT Leave bl ank
TO CONTRACT/ PR Enter the actual contract nunber, if

known; if not known, enter the
requi sition nunber.

CATEGORY | f categories of data are used such as
manual s or hardware, the CDRL may be
di vi ded using these categories. A new
DD 1423 will normally be used for each
category. |If the CDRL contains just a
few itens but numerous categories, |eave
this line blank.

SYSTEM | TEM Not required.
CONTRACTOR Enter the contractor's name (if known).
PREPARED BY/ DATE Enter the nane, title, office code and

signature of the person responsible for
preparing the CDRL and the preparation
dat e.
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304. Instruction for conpletion of DD 1423, contract data
requirenents list, appendix F (con't)

APPROVED BY/ DATE Enter the nanme and signature of the
program rmanager and t he approval date.

DETAI LED CDRL | NFORNVATI ON

Bl ock No. Titl e/ Description

1 SEQUENCE NUMBER.  Consecutively nunber the
data itenms as follows: A001, A002, etc

2 TI TLE OR DESCRI PTI ON OF DATA. Enter the title
or a brief description of the data.

3 SUBTI TLE OF DATA. If the title requires
further identification, enter a sub-title.

4 AUTHORI TY. Leave bl ank.

5 CONTRACT REFERENCE. Enter the specific task

nunber, contract clause, or line item nunber
which will assist in identifying the
Requi r enent .

6 TECHNI CAL OFFI CE. Enter the office responsible
for advising on the technical adequacy of the
data, using the title and code.

7 DD 250, MATERI AL | NSPECTI ON AND RECEI VI NG
REPORT. Designates the location (contractor's
facility or destination) of government quality
assurance and acceptance. The codes applicable
to BUPERS are as follows: DD = Destination DD
250 (i.e., at BUPERS). The division to perform
t he destination acceptance will be entered in
bl ock 14 as the first addressee. LT = Letter
of Transmttal only. Use of the DD 250 is
required for engineering draw ngs,
specifications and related data. It serves
also to restrict paynment until delivery in an
accept abl e form has been acconplished. LT is
| ess restrictive on the contractor.
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Bl ock No. Titl e/ Description

8 APPROVAL CODE. Use this block to identify
requi renents for advance witten approval and
the requirenment to use appropriate distribution
statenents prior to publication and
di stribution of the final document. The
foll owi ng codes shoul d be used as appropri ate:

CODE VWHEN USED

A The data itemis critical and requires witten
approval. May require subm ssion of a
prelimnary draft prior to publication of a
final docunent. Scope and depth of approval
will be explained in block 16.

D A distribution statenment is required. This
nmust be cited in block 16 or obtained fromthe
program of fi ce.

AD Bot h approval and distribution statenents are
required.

N Not applicable to these data.

AN Approval required.

Bl ank Approval not required.

9 | NPUT TO | AC (I ntegrating Associ ate
Contractor). |If data is input to IACor is
dependent upon the integrated result of
specific inputs from associate contractors, put
an "X" in this block. Oherw se, |eave Bl ank.

10 FREQUENCY. Enter the appropriate frequency

code and use block 13 for further explanation.
If Data is of the recurring type, it will be
subnmtted at the end of the reporting period
established in this block unl ess otherw se
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DETAI LED CDRL | NFORMATI ON (cont’ d)
i ndi cated in blocks 12 or 13.
Dai | y
VIl y Weekl y
Bi - W Every 2 weeks
M hly Mont hl y
Bi - M Every 2 nont hs
Qtly Quarterly
2/ M h Sem - nont hl y
Bl ock No. Titl e/ Description

2Ti me Two separate submttals
Xtime X separate submttals
ANNLY Annual | 'y
Sem A Every 6 nont hs
Qine One tine
One/ R One tine and revisions
R/ ASR Revisions as required *
ASREQ As required *
DFDEL Def erred delivery
One/ P One tinme prelimnary draft
*Further explanation in block 16 is required.

11 AS OF DATE. |If the data is submtted only
once, enter the date of submission. |If the
data requires recurring reporting, enter the
"as of" date (cut-off date). This date should
be the nunber of days prior to the end of the
reporting period. Exanple: "15" would place
the "as of" date for this report at 15 days
before the end of the nonth, quarter, or year,
dependi ng upon the frequency established in
bl ock 10; "0" would place the "as of" date at
the end of each nmonth, quarter, etc. (Block 16
may be used for further explanation.)

12 DATE OF FIRST SUBM SSION. Enter initial data

submi ssion date, as follows: year/nonth/day.
| f data has al ready been submtted and
revi sions may be required, enter date of next

submi ssion. |If data is constrained by a
specific event or mlestone, enter this
constraint. |If the contract award date has not

been determ ned, indicate the nunber of
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Bl ock No.

13

14

15

16

days after award that the data is due (exanpl e:
"30 DAC' where "DAC' neans "days after contract

award"). If this date requires further
clarification, use block 16. Do not insert
cl assi fi ed dates! |f deferred deliveries are

i nvol ved, insert "DFDEL."
Titl e/ Description

DATE OF SUBSEQUENT SUBM SSI OV EVENT

| DENTI FI CATION. If the data is to be submtted
More than once, enter the date(s) of subsequent
submi ssion(s). If data is constrained by a
specific event or mlestone, and delivery is
dependent upon initiation of this event or

m | estone, enter this constraint; for exanple,
"NLT 15 days before start of production.™ |If
this information classifies the DD 1423, |eave
bl ank.

DI STRI BUTI ON AND ADDRESSEES. Enter the

addr essees and the nunber of copies each is to
receive (regular or reproducible); for
exanpl e, Pers-164, 3/0. The first addressee
is who will receive the original letter of
transmttal and who will sign for the data on
the DD 250, if "DD' has been indicated in
block 7. Exanmple, Pers 6C-2/0 would nean
Distribution of two regular and no
reproduci bl e copies to the Pers-6C addressee.
| f

reproduci bl e copies are required, explain

in block 16 (i.e., negative, nultilith, etc.).

TOTAL. Enter the total nunber of regular

and/ or type of reproducible copies. This is
obtai ned by adding all of the copies called for
in block 14.

REMARKS. Use to further explain the entries in
ot her bl ocks of the form If additional space
i s needed, use block 16 of the next line or an
attached sheet.
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17 through 26 These bl ocks are used in negotiating and
Preparing the contract and therefore should be
Left bl ank.

305. Justification and Approval for O her Than Full and Open
Conpetition, Appendi x L

1. The Conpetition in Contracting Act of 1984 requires
contracting officers to use full and open conpetition in al
purchases to the maxi mum extent practical. 1In order for the
contracting officer to limt conpetition, you nust support your
contention that only one firmcan satisfy your requirenent
within given tine constraints. Lack of advance pl anning or
concerns about availability of funds are not valid reasons for
avoi di ng conpetitive procurenents.

2. Each sole source justification (J&\) nust contain a
certification statement as to the accuracy of the facts
contained therein. Required levels of certification are as
foll ows:

Less than $ 25, 000 The division head will initiate a
menor andumto the BUPERS Conptroll er
outlining the background to
the issue and why conpetition is
i npractical .

$25, 000- $50, 000 The division head will wite an
expl anat ory poi nt paper to the BUPERS
Comptrol l er; the departnment head signs
t he J&A.

G eater than $50,000 The departnment head signs the J&A as wel |
as a nmenorandumto DCNP requesting his
favorabl e endorsenent on the J&A. The
department head and t he BUPERS
Conmptroller will personally brief
DCNP in detail about why the sole source
procurenent is necessary. DCNP nust
favorably endorse the J&A before the
package will be forwarded to the
contracting center for processing.

Sol e source procurenent packages (conplete with justifications)
are due at Pers-021 at |east 6 weeks prior to any cut-off dates,
deadl i nes, or subm ssion dates. Any subm ssion not neeting this
requi renent will be di sapproved.
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3. Each sole source justification nmust address the foll ow ng
points at a mninmum Appendi x L shows the format to use.

a. Supplies

(1) A brief description of the intended use or
appl i cation.

(2) The critical or unique features that are mandatory
inits intended use or application. The necessity of these
features should be clearly stated.

(3) A statenent that no other known product possesses
one or a conmbination of all of the required critical features.
The justification should el aborate on the steps taken which |ed
to the conclusion that only one source or product could neet the
need.

(4) The existence of a patent, copyright, or other
[imting features.

(5) A brief discussion of why the governnent does not
have a specification and why it can not wite one for this
procurenent. Discuss al so what steps the governnment is taking
or will take to nake the next contractual action conpetitive, or
if such action is inpossible or inappropriate.

b. Services

(1) A brief description of the results anticipated
fromthe services.

(2) The uni queness of the proposed contractor's
organi zati on and personnel which are considered mandatory to
furni sh the desired services.

(3) If the service is a continuation of effort,
expl ain why no other sources are available. State whether the
requi renent can be postponed until a conpetitive package is
prepared and subsequently awarded.

(4) A statenent regardi ng whether followon contracts
are anticipated and if so, what step the governnent is taking or
will take to nake the next one conpetitive.

(5) Inthe event that a truly unsolicited proposal is
revi ewed, comrent on the feasibility of devel oping a work
statenent for conpetitive purposes without infringing on the
proprietary information in the unsolicited proposal. Cenerally,
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an unsolicited proposal may be considered as justification only
in the research and devel opnent area and then only if the

pur pose of the proposed contract is to explore an unsolicited
proposal which offers significant scientific or technol ogi cal
prom se, represents the product of original thinking and was
submtted in confidence by one source.

4. Negotiations at the contracting center for a sole source
contract or as a result of an unsolicited proposal can not begin
until the justifications required in paragraph 2 are done and
one of the follow ng approval s i s obtained:

Less than $ 100, 000 A |l evel above the contracting
center contracting officer

$100,000 to $1 nillion Conpetition Advocate for
the contracting center

$1 million to $10 million Head of the Contracting Agency
(Naval Supply Systenms Command, SUP
02) or his designee

G eater than $10 million Navy Seni or Procurenent Executive

The need for these | evels of approval is one reason sole source
procurenents take so long; this extra | ead-tinme should be
consi dered before undertaking a nonconpetitive contract.

5. DCNP may approve information systens actions for projects
with total estimated costs of $50,000 or less. Al other

i nformati on systens actions shall be submtted to COVWNAVDAC vi a
t he BUPERS Conptroller for appropriate action.

306. Personal / Nonpersonal Services. A personal services
contract is one that, by its express terns or as adm ni stered,
makes contractor personnel appear to be, in effect, governnent
enpl oyees. A nonpersonal services contract is one under which
t he personnel rendering the services are not subject to the
supervi sion and control usually prevailing between the
government and its enpl oyees, either by the contract terns or by
the manner of its adm nistration. Consulting Services (CS)
contracts are inherently susceptible to the problens of personal
ver sus nonpersonal services contracting. CS contracts typically
require close and coordinated effort with governnment personnel
whi ch increases the opportunity for inadvertently creating an
i nproper personal services situation. Personal services are
prohi bited by reference (b) part 37 unless specifically
aut hori zed by Congress. Renenber, it is the contractor's right
to assign and organi ze the work. The nonment the governnment
usurps that right and begins to tell contractor personnel what
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to do next or howto do it, a personal services situation
develops. This illustrates the rule for illegality but it nust
al so be understood that the greater the technical direction by

t he governnent to the contractor, the greater the responsibility
for successful performance is assuned by the government. This
situation is not desirable because it not only conprom ses the
government's rights to enforcenent of the contract's provisions,
but it also transforns an ot herw se proper contract into an
illegal one. Care nust be taken in both the creation and

adm nistration of CS contracts that personal services are

avoi ded.

307. Contracting with Section 8(a) and small Business Firns

1. It is governnment policy to place a fair proportion of its
acquisitions with small business concerns and snal

di sadvant aged concerns. The Small Busi ness Adm nistration (SBA)
counsel s and assists small business concerns and contracting
personnel to ensure that a fair proportion of contracts for
supplies and services is placed with small business.

2. Section 8(a) Firns

a. Definition. A Section 8(a) firmis a snmall,
di sadvantaged or mnority-owned firmthat has successfully
petitioned the SBA for a Certification of Conpetency. This
certificate states that the holder is responsible (wth respect
to all elenents of responsibility, including but not limted to
capability, conpetency, capacity, credit, integrity,
per severance, and tenacity) for the purpose of receiving and
perform ng a specific government contract. This certification
process takes 12 to 18 nonths; once approved, the certification
is effective for threeyears, beginning with the first governnent
contract the 8(a) firmreceives. BUPERS may specify on the
NAVCOWPT 2276, Request for Contractual Procurenent, the nanme of
an 8(a) firmwth which it wants to contract w thout having to
advertise in the Comrerce Business Daily or go through other
conpetitive procurenment processes. Additionally, for an 8(a)
contract, only technical conpetition is required; no price
conpetition is permtted. A contract specifying an 8(a) firmis
not considered a sol e source award.

b. BUPERS Pr ocedur es

(1) Any NAVCOWT 2276 that designates an 8(a) firmto
receive the contract nust follow the same justification
procedures outlined in section 305 for sole source contracts.
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(2) Each 8(a) request mnust include a market analysis
provi ng that conmpany is the best conpany to contract wth when
conpared to others with less technical nmerit but also | ess cost.

(3) The Contract Liaison Oficer (Pers-021C) wll
verify the firms 8(a) status with the contracting center before
forwardi ng the docunent for signature.

3. Small| Busi nesses

a. Definition. A small business is one that neets certain
size criteria established by Congress. For 1995, the
eligibility requirenments (depending on the industry in which the
conpany was primarily engaged) for a manufacturing (supply)
conpany were 500 to 1,500 enpl oyees; for a service conpany,
annual receipts could not exceed $3.5 million to $14.5 mllion.
These contracts are fully conpetitive in every respect, although
conpetition may be limted to other small businesses. There are
no tinme or paperwork savings to be realized in contracting with
a smal | business.

b. Procedures. A NAVCOWPT 2276 specifying a snal
busi ness nust follow the regul ations pertaining to all other
contracts; i.e., a sole source snall business requirenment nust
conply with section 305.

c. Set-Asides

(1) Acquisitions nay be "set-aside" for snal
busi nesses. This neans that the requirenent is reserved
exclusively for small business concerns. The decision to set
asi de a procurenent may be either unilateral or joint. A
unilateral determnation is made by the contracting officer. A
joint determination is one recomended by the SBA procurenent
center representative and concurred in by the contracting
officer. The total anobunt of an acquisition shall be set aside
for exclusive small business participation if the contracting
of ficer determines that there is a reasonabl e expectation that

(1) offers will be obtained fromat |east two responsible snal
busi ness concerns and (2) awards will be nmade at reasonabl e
prices.
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(2) None of the following is, in itself, sufficient
cause for not setting aside an acquisition:

(a) A large percentage of previous contracts for
the required items) has been placed with small business
concer ns;

(b) A period of less than 30 days is avail abl e
for receipt of offers;

(c) The contract is classified;
(d) Small business concerns are already
receiving a fair proportion of BUPERS s contracts for supplies

and services, and

(e) A "brand nane or equal" product description
will be used in the solicitation.

308. Consulting Services (CS)

1. Consulting Services (CS) are those services acquired from
non- gover nment al sources to support the devel opnent,

acqui sition, and operation of specific weapon systens and to
support or inprove other functions of a generic nature, such as,
agency policy devel opnent, decision naking, or nanagenent and
operation of organizati ons.

2. Contract efforts which fall within the foll owi ng categories
are not considered to be CS and are excluded fromthe scope of
reference (e): the National Foreign Intelligence Program
prograns nanaged by the Director, National Security

Agency/ Central Security Service; Tactical Intelligence and

Rel ated Activities; conmmercial activities except special studies
and anal yses; security assistance; architecture and engi neering
services for facilities construction; automatic data processing
ot her than systens anal ysis, design, devel opnent, engi neering,
progranmm ng and studi es addressed in reference (e); clinical
medi ci ne; and nucl ear propul sion work acconplished through the
Department of Energy's Federally Funded Research and Devel opnent
Cent ers.

3. Policy

a. The DON will establish and nmai ntain organic resources
to performits basic governnental functions, such as: planning,
policy devel opnent, interpretation, and enforcenent; program and
budget ary deci si on-nmaki ng; and financial accountability.

I11-22



BUPERSI NST 4235. 3
17 JUL 1995

b. CS shall only be procured when it is essential to the
DON s m ssion and when equival ent services are not readily
avai l abl e within the governnent.

c. The proper use of CSis a legitimte and econom cal way
to:

(1) Obtain outside points of viewin order to avoid
[imted judgnment on critical issues;

(2) Obtain advice regarding the | atest devel opnents
out si de of governnent;

(3) Obtain the special know edge or skills of those
who can contribute to the success of inportant projects;

(4) Enhance understanding of, and to devel op
alternative solutions to, conplex issues;

(5) Support and inprove the operations of
or gani zat i ons;

(6) Ensure the nore efficient or effective operation
of managerial or hardware systens;

(7) Assist in the introduction and transfer of
engi neering and techni cal know edge regardi ng weapon systens,
equi pnent and conponents,

(8) Secure citizen advisory participation in
devel opi ng or inplenmenting DON prograns that, by their nature or
by statutory provisions, call for such participation.

d. A CS contract may be used if and only if:

(1) There is a reasonabl e expectation that the CS
will have a significant inpact on DON deci sion-maki ng and
operations and is cost-effective;

(2) The effort does not duplicate work already
conpl eted or in progress;

(3) The service contracted is not an organic
governmental function that nust be perforned in-house;

(4) Performance by an individual or independent group
is in the DON s best interest;

(5) Suitable in-house capability is unavailable, and
can not be devel oped and used in a tinely manner to neet the
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DON s needs, or devel opnent of in-house capability would not be
cost-effective because special skills or expertise are not
required full tine,

(6) The requirenents and suppl enments of reference (c)
are net in the solicitation, award and adm nistration of the
contract, even when based on an unsolicited proposal.

e. Contracts for CS shall be awarded through full and open
conpetition, unless the conditions for non-conpetitive awards
are met.

f. CS shall be obtained on an intermttent or tenporary
basis, as required. Repeated or extended arrangenents shall not
be entered into except under extraordi nary circunstances.

g. No contract for individual experts and consultants
shall be awarded for nore than one year at a tine.

h. Basic and option periods of CS contracts shall not
exceed a total of 5 years when awarded on a conpetitive basis or
under the authority of Section 8(a) of the Small Business Act.
Total of basic and option periods of CS contracts shall not
exceed 2 years when awarded on a non-conpetitive basis.

i. Conflicts of interest, where the contractor or an
affiliate has a collateral interest in the result of the
contract, shall be avoided. C auses to prevent such conflict of
interest shall be included in solicitations to the maxi num
practical extent. Contractor enployees perform ng under DON
contracts shall be required to sign appropriate disclosure
st at enent s.

j. Contracts shall be adm nistered in a manner to ensure
that contract terns and conditions are foll owed and that
i mproper enpl oyer-enpl oyee rel ati onshi ps are not established.
k. CS shall not:

(1) Be procured using grants and/or cooperative
agr eenent s;

(2) Be awarded on a preferential basis to forner
government enployees (mlitary or civilian);

(3) Be used to facilitate, influence, or enact
| egi sl ation, and
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(4) Be used to bypass or underm ne personnel
ceilings, pay |imtations, or conpetitive enploynment procedures.

4. Procedures
a. Pl anning

(1) The DON shall prepare an Annual Plan for CS. The
Plan will be conpiled and approved in the process of formnulating
t he Departnental Budget. The details of the Annual Plan shal
be summari zed and di splayed in the CS Budget Exhibit. The
detailed Plan shall constitute the back-up and expl anatory
detail for that Budget Exhibit.

(2) The DON CS Annual Plan shall include, at a
mnimum the followng basic items of information for each CS
item

(a) An explanation of what is to be procured;

(b) A clear analytic justification of need and
expect ed benefit;

(c) Cost data reconcilable with the CS Budget
Exhi bi t.

(3) CSitens proposed for procurenent shall be in
conformance with the Annual Plan. Caimants will ensure that
devi ati ons from approved plans adhere to DON fundi ng policy and
do not violate current ceilings or funding |evels.

b. CS budget exhibit. Information for the CS Budget
Exhibit will be requested by Pers-022 in the annual "budget
call".

c. Acquisition and Managenent

(1) CS may be acquired by appointnent in the case of
experts and consultants or by a service contract.

(2) Al proposed contracts shall be screened to
determ ne whether the required effort is CS and therefore
subj ect to the provisions of reference (g). The proper
determ nation and use of CSis a teamresponsibility. Inportant
menbers of that teamare the requiring activity, including the
program rmanager, the financial nmanager authorizing the funds,
and the contracting officer. The teamshall ensure that the
requi renents of reference (e) are net. Witten justification
shall be rigorously reviewed by the contracting officer and the
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financi al manager authorizing the funds prior to initiating the
contract action.

(3) BUPERS will establish accounting procedures to
identify and control CS efforts. Pers-021, with the advice of
the contracting officer, shall review all proposed contracts and
identify by CS category those contractual efforts which are to
be accounted for as CS. The clainmant conptroller will ensure
that CS charges are properly entered in the account system

(4) Each CS procurenent request shall identify the
appropriate CS category and the correspondi ng Federal
Procurenent Data System (FPDS) code. For purposes of accounting
for CS, the assignnment of a CS category code is the determ ning
factor. FPDS codes will be assigned to accumnul ate ot her
contract data. The assigned FPDS code does not control whether
the contract is accounted for as CS.

(5) \Whenever possible, CS shall be obtained by
separate contract.

(6) CS statenments of work shall describe fully and
explicitly work to be perfornmed, item(s) to be delivered, and
period(s) of performance. The period(s) of performance can be
specific delivery date(s).

(7) Al CS procurenent requests shall be approved by
appropriate reviewing officials consistent with existing
procurenent and financial managenent criteria. The contracting
of ficer shall be responsible for application of financial and
accounting criteria.

(8 CS solicitations shall require offerors to
i nclude a statenent indicating whether, when, and to what other
government agencies the contractor has provided simlar
servi ces.

(9) A historical file shall be maintained by the
requesting division to include, at a mninmm the procurenent
request, the contract, progress reports, itens delivered,
docunent ati on of DON acceptance, and an Eval uati on Report.

d. Eval uati on

(1) An annual Evaluation Report shall be prepared by
the COTR and delivered to Pers-021. The COIR shall also retain
a copy in the historical file.

(2) The Evaluation Report shall contain, at a
m ni mum the inpact or end use of the findings, conclusions and
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recommendat i ons, contractor performance. The Eval uati on Report
is the principal input for the Annual Report required by OSD

(3) Details of content and format of the Eval uation
Report shall be furnished separately.

e. Responsibilities. The Assistant Secretary of the Navy
(Fi nanci al Managenent) has designated the Deputy Conptroller of
the Navy, a flag officer, as Director of CS for the DON. The
ASN(FM shal |l exercise general supervision over the activities
of the DON Director of CS

5.  Fundi ng

a. CS funded by annual appropriations should not be
witten to cover a period that crosses fiscal years unless the
task is a bonafide need and non-severabl e (neaning that no
benefit would accrue to the governnent if contractor work ceased
on 30 Septenber and resuned on 1 October under different
accounting and work statenent. Particular attention nust be
directed toward service contracts funded by Operation and
Mai nt enance, Navy (&M N) to ensure that (1) the contract does
not call for services in nore than one fiscal year and (2)
appropriate advance planning will allow the pronpt award of such
contracts at the beginning of the fiscal year. |f services nust
be contracted for a 12 nonth period that crosses fiscal years
and the contract is to be funded with O&MN, then nore than one
fiscal year's funds nust be utilized. The task/delivery orders
must be witten so that the final product is due on or before 30
Sept enber; new work on new delivery orders would conmence on 1
Cct ober .

b. To qualify for funding with O her Procurenent, Navy
appropriations (OPN), the services nust be integral to the
execution of the project.

6. Unsolicited proposals. DCNP or his designee nust determ ne
bef ore award of any sole source contract for CS over $25,000 on
the basis of an unsolicited proposal, that

a. Only one source is found fully qualified to performthe
proposed work as a result of thorough technical evaluation; or

b. The contract's purpose is to explore an unsolicited
proposal which offers significant scientific or technol ogi cal
prom se, represents the product of original thinking, and was
submtted in confidence by one source, or

c. The contract's purpose is to take advantage of uni que
and significant industrial acconplishnment by a specific concern,
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or to insure that a new product or idea of a specific concern is
gi ven financial support.

7. Procedures for Review and Approval of CS Requirenents

a. Before initiating any procurenment action for a
contract, an order under a basic ordering agreenent, or a
contract nodification which extends effort under an existing
contract, the originator will analyze the requirenent and
avai | abl e resources, and then determ ne:

(1) Wether the requirenment is per existing policy;

(2) Whether the requirenment can be nmet with in-house
resources. CS may be utilized when the task to be perforned
i nvol ves the use of skills not possessed in-house and which
woul d be uneconom cal or unfeasible to devel op;

(3) Wether the requirement can be net by the use of
ot her Navy or DOD resources;

(4) That the Navy's basic nmanagenent and contro
responsibilities will not be conprom sed or weakened; and

(5) The availability of existing BUPERS ommi bus
contracts for such services.

309. Forwarding of Contracts. Al NAVCOWT 2276's (Request for
Contractual Procurenent) shall contain the foll ow ng statenent:
"Two copies of all contracts awarded under this request are to
be forwarded to Conmander, Bureau of Naval Personnel (Pers-021),
Washi ngt on, DC 20370-5000. "

310. Modification of Signed Contract Requests. The

Director/ Conptroll er, Resources Managenent O fice (Pers-02)
approves all contract requests based on fiscal and contractual
regul ations and requirenents. If any nodification is required,
a meno with any supporting fundi ng docunentati on and back-up
will be forwarded to Pers-021 for signature. NO DOCUVENTS OR
MESSAGES PERTAI NI NG TO CONTRACTS SHALL BE RELEASED W THOUT PRI OR
APPROVAL FROM PERS- 021

I11-28



BUPERSI NST 4235. 3
17 JUL 1995

CHAPTER | V

TECHNI CAL EVALUATI ON OF THE PROPOSAL

401. Background. Wen it is the intention to award a contract
based on factors other than | owest price, the Request for

Proposal (RFP) nust cite the basis upon which the award will be
decided. In order to determ ne these factors, the technical
eval uation plan will be devel oped before the proposal
solicitation. This plan establishes the primary and supporting
subfactors agai nst which all proposals will be eval uated,

together with a nunerical weight to be assigned to each factor
and subfactor. Since the weight to be given to each of the
proposal evaluation factors will not be divulged to the
contractors, they may not be decided until after an initial
eval uation of the proposals gives the technical personnel
concerned with evaluation conplete information as to the scope
of the procurenent.

402. Eval uation of Proposals

1. Proposals will always be evaluated on the basis of three
primary evaluation factors: (a) the technical approach; (b) the
organi zati on, personnel, and facilities of the bidder; and (c)
the general quality and responsiveness of the proposal. [In nost
cases, all three factors will be involved in the selection;
however, the relative inportance of the factors, and therefore
their assigned weights, will vary fromone RCP to anot her.

2. To obtain the greatest possible objectivity in the

eval uation, these primary evaluation factors are not rated
directly, but in ternms of detailed supporting subfactors. For
exanpl e, rather than evaluate directly on the basis of the
general quality and responsiveness of proposals, the eval uation
will list such subfactors as conpl eteness and thoroughness;
grasp of the problem and responsiveness to terns, conditions,
and tinme of performance. Simlarly, rather than attenpt to
eval uate "organi zation, personnel and facilities" as a single
factor, the evaluator will develop a detail ed evaluation plan
whi ch woul d i ncl ude such subfactors as evidence of good

or gani zati onal and managenent practices, qualifications of

per sonnel , adequacy of facilities, and experience in simlar or
related fields, etc.

403. Selection of Subfactors

1. The selection of supporting subfactors for each of the three
primary evaluation factors will vary dependi ng upon the nature
of the work required. The follow ng paragraphs conprise a guide
to the selection of appropriate subfactors. It is the
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responsi bility of the requesting division's technical personnel
to determ ne the specific subfactors required.

a. Ceneral Quality and Responsiveness of the Proposal
(1) Conpl eteness and Thoroughness

(a) Has all essential data required by the RCP
been i ncl uded?

(b) |Is the proposal easily legible, well
organi zed, clear and concise; or is it an uncoordi nated
coll ection of unrelated data, hastily assenbl ed and haphazardly
edi ted?

(c) Is all data pertinent and significant, or is
much of it irrelevant data collected from past proposals for the
pur pose of inpressing by vol une al one?

(d) |Is the proposal presented in a manner which
will sinplify evaluation or does it diffuse and confuse the
essenti al s?

(2) Gasp of Problem

(a) Does the proposal recognize and
differentiate between the sinpler and the nore difficult
per f or mance requirenments?

(b) Does it recognize inherent maintenance and
supply probl ens?

(c) Does it denmponstrate an awar eness of human
and environnmental factors affecting the scope of work?

(d) Does it recognize relationships with other
contractors and agencies and the coordination and |iai son
probl ens invol ved?

(e) |Is the estimate of professional, technical,
and adm ni strative manpower requirenments in consonance with the
project requirenments? |s there a reasonabl e bal ance between
pr of essi onal personnel and technicians?

(f) |Is there evidence of appropriate utilization
of scientific and professional personnel; or conversely, are
techni ci ans of fered where highly qualified professional
specialists are required?
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(3) Responsiveness to Terns, Conditions, and Tinme of
Per f or mance

(a) |Is there adequate evidence of intent to neet
all ternms and conditions specified in the RFP with regard to
reporting requirenments, proprietary rights, docunmentation
di scl osures, and any other special technical conditions cited in
t he RFP?

(b) Does the proposed delivery schedul e conform
wi th mandatory or target schedul e requirenents? Were tine of
performance is of the essence and is a conpetitive eval uation
factor, is the proposed delivery schedul e adequately supported
by the technical proposal?

(c) To what extent is the offeror willing to
commit hinmself on the firmrequirenents and on the "best
efforts"” portions of the Technical Scope of Work?

b. Organization, Personnel, and Facilities

(1) Evidence of Good Organi zati on and Managenent
Practices

(a) Does the proposal show the breadth and depth
of managenent capability appropriate to the project? |Is there
evi dence of stability of job tenure in upper nmanagenent
echel ons?

(b) How does the proposed task organi zation
integrate into the overall organization in terns of effective
lines of authority and commrunication, and in ternms of effective
integration of research, devel opnent, design, drafting,
technical witing, reliability, and test functions?

(2) Qualifications of Personnel

(a) Does the proposal include definite plans for
t he assi gnnent of specific key personnel ?

(b) Do key personnel possess the experience,
educati onal background, and record of past acconplishnent
appropriate to the scope of work?

(c) Is the quality of personnel as set forth in
t he proposal generally supported by the salary scal es?

(d) Is the proposal dependent upon any
substantial recruitnment of key personnel? |If so, would such
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recruitnment result in high cost of performance, or mght it
adversely affect other vital contracts in the geographical areas
of the offeror?

(e) |Is the success of the project excessively
dependent upon subcontract or tenporary consultants? |If so, to
what extent are subcontract plans firmand reasonably
i rrevocabl e?

(3) Adequacy of Facilities
(a) Are the proposed test and conputer
facilities adequate for the requirenments of the Technical Scope
of Work?

(b) Is the proposal contingent upon government
furni shed equi pnent or space beyond that set out in the RFP?

(4) Experience in Simlar or Related Fields

(a) |Is the normal comercial or government
busi ness of the offeror closely related to the proposed work?

(b) |Is the offeror experienced with practices
and procedures of the contracting agency to an extent which
woul d i ncrease the effectiveness of his perfornmance?

(c) Does the agency enjoy a respected reputation
inthe field to which the proposal rel ates?

(5) Record of Past Performance

(a) Has the offeror held previous contracts with
BUPERS or ot her governnent agenci es?

(b) Were schedule commtnents generally net?

(c) D dthe contractor solve his own technica
problens or did he rely heavily upon the technical staff of the
agency?

(d) Was there an unusually high nunber of
contractual problens which mght be attributed to inflexibility,
nai vete, or |lack of cooperation on the contractor's part?

(e) |If there were significant cost over-runs,

were they due to an inconpetently lowinitial cost estinate or
to valid problens which could not have been anti ci pated?
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c. Technical Approach
(1) Project Planning

(a) Does the proposal denonstrate detailed and
realistic scheduling of the various technical phases of the
proj ect ?

(b) Does the proposal denobnstrate effective
review, evaluation, and control at specific check-points?

(c) Are proposed schedules in line with
avai | abl e personnel resources?

(d) Are parallel investigations proposed on
critical problens and avoi ded on nore routine problens?

(2) Reliability

(a) |Is the proposal based on proven conponents
and techni ques?

(b) Is redundancy provided in critical
functional features?

(c) WII design be based upon "worst-case”
anal ysi s?

(d) How are theoretical reliability anal yses and
reliability testing integrated into the design progranf

(3) Technical Data and Docunentation

(a) Does the proposal contain assurances that
drawi ngs, specifications and other technical data to be supplied
under terns of the RFP will be conplete, thoroughly checked for
accuracy, and generally suitable for conpetitive procurenent
pur poses?

(b) Does the proposal contain any reservations
on full technical disclosure or restrictions on use of such
dat a?

(c) Are proposed man-hours for drafting and
technical witing consistent with requirenents for adequate
docunent ati on?

d. Specific Subfactors. The evaluation subfactors |isted
i n paragraphs a through c are generally applicable to service
contracts. Qher factors may be determ ned based upon a review
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of the Technical Scope of Wrk and should be included in the
eval uation pl an.

2. Only subfactors that are necessary and desirable for
adequate evaluation will be included. The nore the subfactors
that are included the nore objective the evaluation. Factors
that are not necessary to evaluate the specific procurenent in
guestion should not be included. Nor should subfactors covering
t he mandatory aspects of the procurenment be included since
proposal s are nornmal |y either responsive or non-responsive to
these requirenments and there is usually no permssible
graduati on of conpliance.

3. The inclusion of a |arge nunber of subfactors to which al

bi dders nmust conmply if their proposal will be considered has the
effect of leveling the final technical rating so that the point
spread between the best and worst proposal will be deceptively
small. To be of greatest possible value, the evaluation plan

shoul d be designed to result in the greatest possible point
spread between good and poor proposals.

404. Specifying Relative Wights

1. The assignnment of weights for the three primary eval uation
factors and their supporting subfactors is the responsibility of
the requesting division. The nunerical weights assigned wll
depend upon the relative inportance of each of the eval uation
factors.

2. The first step in the assignnent of numerical weights is to
deci de upon the relative inportance of each of the three prinmary
factors. A spread of ten is usually adequate for expressing
this relationship. A typical exanple of the establishnent of

wei ght for the three primary factors would be:

a. CGeneral Quality and Responsiveness
b. Organi zati on, Personnel and Facilities 6
C. Techni cal Approach 10

In some cases, the possible technical approaches may be so rigid
as to be less significant than O gani zation, Personnel and
Facilities, in which case the Technical Approach would be
assigned a | ower nunerical weight.

3. The assignnent of nunerical weights to the supporting
subfactors is acconplished in a simlar nmanner. However, it is
necessary to consider only the relative inportance of subfactors
wi thin each of the primary groupings. It is not necessary to
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consider the relative inportance of any of the subfactors under
Organi zation, Personnel and Facilities as conpared with the
subfactors under Techni cal Approach, but only as conpared with
ot her subfactors under Organi zation, Personnel and Facilities.

405. Changes in the Evaluation Plan. [If after the initial
anal ysis of the proposal, it becomes necessary to change the
factors or subfactors selected for the evaluation plan which
invalidates to any degree the basis of evaluation cited in the
RFP, all prospective bidders should be notified through the
contracting center. The nunerical weight determ nations are not
di vul ged to the bidders; however, to reserve the integrity of
the eval uation procedure, it is required that the wei ghted
eval uation plan of the technical group be submtted to the
contracting center prior to the comencenent of the techni cal
eval uation of the proposal.

406. The Eval uati on Panel

1. The technical evaluation panel includes personnel qualified
in each of the specific areas of conpetency involved in the
procurenent action as well as the project manager primarily
responsi bl e for the technical scope of work. The panel may al so
i ncl ude ot her specialists to provide necessary coverage for al

ar eas.

2. Usually a prelimnary superficial review of all proposals by
the full panel is made prior to the start of formal eval uation.
This prelimnary review serves three primary purposes:

a. It helps to establish a nedian |evel reference for
subsequent eval uati on.

b. It uncovers a need for possible changes in the
eval uation plan or in the governnent cost estimate.

c. It may uncover gross inadequacies in the RFP which
could require solicitation of additional data fromall bidders.

3. After this initial review, it is generally determ ned on the
basis of the particular requirenents of the specific procurenent
whet her the evaluation will be conducted through point by point
di scussion by the entire panel, through individual evaluation of
t he proposal by each panel nenber, or by assignment of specific
portions of each proposal to specialized panel nenbers. Usually
an individual approach will be nore objective and will conserve
the tinme of the panel nenbers. The final evaluation wll
usually be performed by the full panel whose findings wll
generally be placed in witing and approved at the highest
possi bl e technical |evel at BUPERS. The procedures generally
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provide for mnority reports so that the reviewi ng authority
will be nmade aware of any substantial areas of disagreenent
wi thin the panel

407. Nunerical Rating Procedure. The following is an exanple
of the mechanics of a numerical rating procedure.

1. The Eval uation Wrksheet. The first step in evaluation is
to construct the evaluation worksheet. This is done sinply by
transferring the evaluation plan to a | arger sheet having
sufficient vertical colums to accommbdate the ratings for each
proposal submtted, as shown in appendix O Note the two extra
lines for "weighted total” and "wei ghted average"” which have
been added under each of the primary evaluation factors to
facilitate conputation. |If preferred, smaller worksheets can,

of course, be used: one for each of the primary factors and one
for the final technical evaluation

2. Assigning Nunerical Ratings to Subfactors

a. The three primary evaluation factors are not rated
directly, but are assigned a conposite rating based on the
eval uati on of each of the pertinent subfactors. Each subfactor

appearing in the evaluation plan will be rated on a scale of 0
to 100 with "60" representing the m nimum accept abl e grade and
"100" representing practical perfection. |In evaluating each of

t he subfactors, pay no attention to the assigned wei ght for the
subfactor. The weight enters only into the final conputation
Appendi x O shows a typical evaluation conpleted to this point.

b. Except for the evaluation of O ganization, Personnel
and Facilities, which may be properly influenced by previous
government experience with the bidder, ratings will be based
entirely on objective analysis of the proposals. Proposals
which nerely offer to performthe work required by the RFP
wi t hout providing supporting data on a suggested techni cal
approach will not be rated satisfactory nmerely because of
per sonal know edge of the panel that the bidder is fully capable
of satisfactory performance. |If that was to be the basis for
award, the evaluation plan should not have included the
techni cal approach as a factor to be eval uat ed.

c. The eval uation panel nust conscientiously avoid the
tendency to grant higher ratings to those proposals which offer
to provide performance, services, and supplies in excess of
those required by the RFP. The panel nust clearly differentiate
bet ween the techni cal approach which will best neet the
establ i shed requirenents and the technical approach which
proposes a new set of requirenents. |f the proposed new
requi renents represent what is actually desired, then the RFP
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shoul d be wi thdrawn and proposals solicited on the basis of the
revi sed requirenents.

3. (Obtaining the "Wighted" Ratings for Eval uati on Subfactors.
The rating procedure has thus far established an absolute rating
for each subfactor, based on a scale of 1-100 regardl ess of the
relative inportance of one subfactor with respect to another.

So that the nore inportant subfactors will have greater effect
upon the final rating than the | ess significant subfactors, a
wei ghted rating nust be obtained for each. This is sinply a
matter of multiplying each rating by the appropriate nunerical
wei ght as shown in Appendix Ol, Parts I, Il, and III.

4. Conputing the Rating for Prinmary Eval uation Factors. The
final technical rating for each of the primary eval uation
factors is the "weighted average"” of all of the ratings given to
the pertinent sub-factors. To obtain the "weighted average,"
sinply divide the weighted total, obtained in paragraph 4, by
the sum of the weights of the subfactors.

408. Making the Final Selection

1. After the technical evaluation is finished, the evaluation
panel is required to tell the contracting officer which proposal
constitutes the best deal for the governnent. The FAR provides
broad authority for exercise of judgnment in the award of CS
contracts:

a. FAR 15.605(c) provides that while the | owest price or
| onest total cost is properly the deciding factor, in certain
acqui sitions the governnent may sel ect the source whose proposal
offers the greatest value to the governnment in terns of
performance and ot her factors.

b. FAR 15.605(d) states that for cost-reinbursenent type
contracts, the cost proposal should not be controlling since
advance estimates of cost may not be valid indicators of final
actual costs and that the primary consideration should be which
of feror can performthe contract in a manner nost advant ageous
to the government as determ ned by eval uati on of proposals
according to established evaluation criteria. However, these
regul ations can not be interpreted as unrestricted |icense to
award to the best technical proposal regardl ess of cost.

2. Reasonabl eness of Cost. 1In evaluating CS proposals, the
determ nation of the fairness and reasonabl eness of cost differs
fromand is conplenentary to the cost analysis. Cost analysis
is technically the responsibility of the pricing specialists of
the contracting center; however, it is the basic duty of the
techni cal eval uation panel to determ ne that the anount of
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services and supplies offered are in consonance with the
government's needs. This analysis will be done in conjunction
with the contracting center personnel.
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CHAPTER V
OPERATI ONAL PROCEDURES

501. Subm ssion. The Director/Conptroller, Resources
Managenment O fice (Pers-02) is responsible for providing

assi stance and gui delines on the conpletion of contract
requests. All docunents shall be arranged in an orderly manner,
securely fastened in a folder, and delivered to the secretary of
t he Headquarters Financial Control Division (Pers-021) in room
2048. Ensure that they are clocked in and placed in the

i ncom ng basket. Contract requests nust be submtted at | east
10 working days (15, in the case of CS and sol e source requests)
prior to the deadline for processing through the contracting
center. Unless prior arrangenents have been nade, the docunents
will be returned to the requesting office or division for
delivery to the contracting center once they have been approved
by Pers-02.

502. Status on Subm tted Requests

1. The National Capital Region area contracting centers process
a large volune of contracts for over 150 activities. Therefore,
it my take many nonths to produce a contract after all the
necessary information is received from BUPERS. This extensive
wor kl oad is often further aggravated by nunerous phone calls
requesting status on requisitions. Accordingly, requests for
status should be made only after the contracting officer has had
the RFP for at |east 2 weeks.

2. A correctly submtted contract request can greatly decrease
the processing tine through the contracting center. Contract
negoti ati ons can begin only after the contracting center has a
ready requisition package. Arriving at this stage, may require
additional tinme and effort on the requestor's part.
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APPENDI X A

DOCUMENTATI ON FORM FOR CONTRACT ADM NI STRATI ON PLAN

Ref : (a) NAVSUPI NST 4330. 7

Due to the nature of the effort described in requisition no.

for type of services,
speci ali zed technical expertise is needed to ensure satisfactory
contract conpletion. Per reference (a), the follow ng
information is provided for use in devel oping the Contract

Adm ni stration Plan (CAP) for the resulting contract.

PART | (To be conpleted by the Requiring Activity)

1. Wat type of service is to be acquired? (Describe in the
St at enent of Work. ALSO see additional instructions shown bel ow
i n parent heses):

YES NO REMARKS
a. Consul ti ng Services (CS)
(See SECNAVI NST 4200. 33)

b. Commerci al Activity (CA
(See OPNAVI NST 4860. 7)

C. Mess Attendant Services
(See NAVSUPI NST 4061. 8)

d. ADP Servi ces
(See SECNAVI NST 5236. 2)

e. Commerci al Industrial Services (C'S)
( NAVSEA TO300- AA-MM -DI O CI' S Manual )

f. O her (Specify)

2. \What areas of the effort require specific technical
expertise to ensure efficient contract adm ni stration?

a. Moni toring contractor performance
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YES NO REMARKS

b. Techni cal gui dance to contractor
during performance

e. Speci al personnel coordination

f. O her (Specify)

3. What activity in-house expertise is available to assist in
t he contract adm nistration?

a. Proj ect manager (Name & Position)

b. Ordering Oficer (Specify
Limtations/restrictions)

C. Techni cal Speci ali st

d. Contracting O ficer Technical
Representative (COTR). Attach
Nom nation letter.

e. O her (Specify)

4. \Were will the contractor be required to perforn?
a. On government installation
b. Contractor's site
C. Various | ocations (Specify)

FOR CONTRACTS WHERE ORDERI NG | S REQUI RED, CONTI NUE W TH THE
FOLLOW NG

5. Who will prepare the Statenent of Work?

a. Techni cal Speci ali st
b. COTR
C. Various individuals for COIR
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YES NO REMARKS

d. Various individuals for ordering

Oficer

e. O her (Specify)

6. Wio will prepare the | NDEPENDENT government estimte?

a. COTR

b. O her (Specify)

7. Wio will provide the appropriate accounting data? Specify
how.

8. Who will request a proposal for an order if one is needed?
Speci fy how.

9. Wio will review the proposal ?

10. Who will issue the delivery order?

11. Who will inspect the services?

12. Who will accept the services on behalf of the governnent?

13. What type of funding is to be provided?

SI GNATURES DATES

Prepared by:

Revi ewed by:

Approved by:

The above responses describe the extent of expertise and

avai lability within this activity. They are to be consi dered by
the Procuring Contracting O fice (PCO in devel oping the
Appendi x A

Contract Adm nistration Plan. | agree that successful contract
adm nistration will require the expertise available at this
activity.

Si gnat ur e:

Conmptrol l er's Nane, COVPTROLLER
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PART 11
1
fol | ow ng:
a.
b.
c. Techni cal
d. Techni cal
e. Post award
f.
g.
h. Monitoring
i. Monitoring
etc., on other than
_ j. Monitoring
price contracts
k. Monitoring
. Inspection
m  Accept ance
n.
0.
p.
g. Monitoring
r. Governnent -
S.

2.

Who is the governnent's point of contact

(To be conpleted by the PCO

Solicitation information/ questions

responsi bl e for the

Pre-award i nformati on

Aut hority to begin performance

Aut hority to proceed in energency

guestions before award

guestions after award

conf erence

t he services perforned

the direct cost of |abor, materials, travel,

firmfixed priced contracts

of indirect costs on other than firmfixed

Subcontract approval

of contractor's |abor rel ations

of services

of services

Travel authorization

Overtine authori zati on,

O her special requirenents (Specify)

Appendi x A
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VWhat are the COTR s specific duties?
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3. Are "Billing Rates"” applicable if this is to be an
indefinite delivery type contract?

4. |s there a m ni num and maxi mum desi gnated for hours, orders,
guantities, etc? If yes, who will nonitor to
ensure the maxi mumis not exceeded and the m ninmumis ordered?

5. How often nust the COIR provide a witten eval uation of the
contractor's performance to the PCO? Schedul e of
dates for subm ssion

6. Howis the COTRto be reviewed for satisfactory perfornmance
under the contract?

Fromthis checklist, the contract adm nistration plan was

devel oped for solicitation/contract/order no. . The
pl an shall be incorporated in the solicitation/contract
docunent .

SI GNATURES DATES

Prepared by:

Revi ewed by:

Appr oved by:
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APPENDI X B

SAMPLE COTR APPO NTMENT LETTER

From Commuander, Bureau of Naval Personnel
To: Contracting Oficer,

Subj :  NOM NATI ON OF CONTRACTI NG OFFI CER' S TECHNI CAL
REPRESENTATI VE ( COTR)

Ref : (a) NAVSUPI NST 4330. 7

1. Per reference (a), | hereby nom nate M./ Ms.

as the Contracting Oficer's Technical Representative (COTR) for
the contract resulting fromrequisition no. to
acquire services in support of
2. M./M. qgqualifications are:

3. M./M. title, code, business address,

and phone nunber are:

4. In case of any problens, disagreenents or other questions
pertaining to the performance of the COIR s duties you may
cont act at

5. The alternate COTR to act in the absence of the individua
named above is M./ Ms.

6. M./M. (has/ has not) attended the
Navy approved COIR training. He/She (attended/is scheduled to
attend) the COIR class in (rmont h/ year).

7. Belowis the acknow edgenent of this nom nation and the
training information provided.

Conmptrol l er's Nane
By direction

COTR acknow edgenent :

| have reviewed and understand nmy nom nati on

Si gnat ur e:
(Pl ease return one signed copy of this page to Pers-021C.)
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APPENDI X C

SAMPLE EVALUATI ON OF CONTRACTOR S PERFORMANCE

Contract No. Order No.
Cont r act or

Eval uati on Peri od to

COTR SUWARY

1. Wat deliverables/reports were received during the
eval uati on period?

Del i ver abl e Dat e Submi ssi on Rej ect ed/
Recei ved Recei ved Timely Accept ed

2. \What use was nade of the above deliverabl es?

3. Did the contractor use the key enployees identified in the
proposal if that was a factor?

4. Were the hours expended and the m x of |abor categories
used, consistent with efficient and cost effective performance?

5. Was the task/service conpleted in a tinmely manner?

6. Were the directly charged costs required for performance and
reasonable to the effort rendered?

7. Special comrents on contractor's performance (positive or
negati ve):
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APPENDI X D
M Nl MUM ACQUI SI TI ON LEAD TI ME CUT- OFF DATES FROM RECEI PT OF
REQUI SI Tl ON
From Ready
Requi sition
Stage, # of
Cal endar
Esti mat ed Days To
Type Dol | ar Val ue Process
Negot i at ed Over $3, 000, 000 300
Negot i at ed/ Formal | y Advertised $100,000 to 230
$3, 000, 000
Negoti at ed/ Formal |y Advertised $25,000 to $100, 000 210
Less than $25, 000 60
Exercise of Priced Option Any Anount 60*
Educati on Servi ce Agreenent Any Anount 90* *
Delivery Orders (ADP Less than $50, 000 60
equi pnent servi ces under GSA Over $50, 000 90
contracts)
Delivery Orders Any Anount 45

(Vari ousServi ces/ supplies under
The contracting center contracts)

*Nunber of days prior to the date the contractor nust be
notified of the intent to exercise the option or if notice is
not required, 60 days prior to option exercise.

**Nunber of days prior to comrencenent of first session.

NOTES:

1. None of the above cut-off dates apply to urgent requisitions
with priority designator 01, 02, or 03.

2. The tinme for processing sole source procurenents in excess

of $500, 000 nay i ncrease the required processing tinme by an
addi ti onal 20-30 days

Appendi x D



BUPERSI NST 4235. 3
17 JUL 1995

REQUEST FOR CONTRACTUAL PROCUREMENT- NAVCOWPT FORM 2276 (8 PT) (REV. 8-81) S/ N 0104-LF-702-2761

A A A A A A A A A A A

1. THIS REQUEST MUST BE ACCEPTED ON A DIRECT CITATION BASIS ONLY AND IS SUBJECT TO THE CONDITIONS 2. DOCUMENT NUMBER
LISTED ON THE REVERSE SIDE.
3. REFERENCE NUMBER 4. FUNDS EXPIRE ON 5. DMS RATING 6. PRIORITY 7. DATE REQUIRED | 8. AMENDMENT NO
9. FROM 10. FOR DETAILS CONTACT:
11. TO: 12. MAIL INVOICES TO:

uiC
13. ' ACCOUNTING DATA TO BE CITED ON RESULTING CONTRACTS
A. B. C. SUB- D. OBJ. E. BU. F. G. AAA H.TT I. PAA J. COST K. AMOUNT
ACRN APPROPRIATION | HEAD CLASS CONTROL SA CODE

14. AMOUNTS WILL NOT BE EXCEEDED IN THE OBLIGATION DOCUMENT

WITHOUT PRIOR WRITTEN APPROVAL FROM THE ISSUER. L.TOTAL THIS DOCUMENT

M.CUMULATIVE TOTAL

15. PROCUREMENT BY CONTRACT OF THE FOLLOWING ITEMS IS REQUESTED
THESE ITEMS é ARE & ARE NOT INCLUDED IN THE INTERSERVICE SU PPORT PROGRAM AND
REQUIRED INTERSERVICE SCREENING & HAS & HAS N ACNOMPLISHED
A ACRN | B.ITEM NO. C. D. DESCRIPTION E. QUANTIT “UN G. ESTIMATED H. ESTIMATED
FSC |AT. STOCK NO., SPEC. AND/OR DRAWING UNIT PRICE AMOUNT
NO. ETC.)

16.SEE ATTACHED PAGES FOR DELIVERWULES, PRESERVATION AND PACKAGING INSTRUCTIONS, SHIPPING | I. GRAND TL
INSTRUCTIONS AND INSTRUCTIONS FOR DISTRI ON OF CONTRACTS AND RELATED DOCUMENTS.

17. TRANSPORTATION ALLOTMENT (Used if FOB Contractor's plant)

18. AUTHORIZING OFFICIAL (NAME, TITLE AND SIGNATURE) DATE
| CERTIFY THAT THE FUNDS CITED

ARE PROPERLY CHARGEABLE FOR ITEMS
REQUESTED.

19. ACCEPTING OFFICIAL (NAME, TITLE AND SIGNATURE) DATE
THIS REQUEST IS ACCEPTED AND
THE ITEMS WILL BE PROVIDED IN
ACCORDANCE HEREWITH.
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CONDI TI ONS/ | NSTRUCTI ONS GOVERNI NG THE USE OF THI S FORM
AND THE ACCEPTANCE OF THI S REQUEST

CONDI TI ONS/ | NSTRUCTI ONS GOVERNI NG USE OF THI S FORM

This formwill only be used for requesting contractua
procurenment or |ocal purchase of material or services. This formwll
not be used for requesting work and/or services or for requisitioning
mat erial from existing Governnent stocks.

Note: Requests for work and/or services will be
acconpl i shed through the use of Order for Wrk and
Servi ces, NAVCOWT FORM 2275 (8-81).

Request for standard and/ or non-standard stock avail abl e
within the U S. CGovernnment will be acconplished through the
use of the DOD Single Line Item Requisition System
Docunents (DD Form 1348 and/or 1348-6, as appropriate).

CONDI TI ONS/ | NSTRUCTI ONS GOVERNI NG THE ACCEPTANCE OF THI S REQUEST:

1. Witten acceptance of this request is required and will be
acconpl i shed by conpleting Block 19 on one copy of this request and
returning it to the requesting activity cited in Block 9. Acceptance
must be on a direct citation basis only.

2. Anounts authorized by this docunent have been reserved and /
or conmitted by the requesting activity and will be obligated upon
recei pt of contracts or purchase or delivery orders awarded.

3. Anounts authorized by this docunent may not be exceeded.
Additional funds, if required, will be requested fromthe activity
cited in Block 9. Approval of such requests will be acconplished by
the requesting activity through the issuance of an anendnent to this
docunent, appropriately reflecting the anmount of additional funds
bei ng provided. The grand total cited in Block Mconstitutes a 3679,
R S. limtation when the purchasing office or contracting activity is
a separate entity not under the inmedi ate supervision of the
commandi ng of ficer issuing the request.

4. Resulting obligation docunents must be executed by the
activity cited in Block 11 by the date indicated in Block 4. Such
docunments nust include the docunent nunber cited in Block 2.

5. A conplete copy of each executed obligati on docunent
resulting fromthis request nust be forwarded to the activity cited in
Bl ock 9.

NAVCOVPT FORM 2276 (8 PT) (REV. 8-81) (REVERSE)
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CONTRACT DATA REQUIREMENTS LIST

Form Approved
OMB No. 0704-0188

The public reporting burden for this collection of information is estimated to average 440 hours per response, including the time for reviewing instructions, searching existing data
sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Send comments regarding this burden estimate or any other aspect
of this collection of information, including suggestions for reducing the burden, to Department of Defense, Washington Headquarters Services, Directorate for Information Operations
and Reports (0704-0188), 1215 Jefferson Davis Highway, Suite 1204, Arlington, VA 22202-4302. Respondents should be aware that notwithstanding any other provision of law, no
person shall be subject to any penalty for failing to comply with a collection of information if it does not display a currently valid OMB control number.
form to the above address. Send completed form to the Government Issuing Contracting Officer for the Contract/PR No. listed in Block E.

Please DO NOT RETURN your

A. CONTRACT LINE ITEM NO.

B. EXHIBIT

C. CATEGORY:

TDP ™

OTHER

D. SYSTEM/ITEM

E. CONTRACT/PR NO.

F. CONTRACTOR

1. DATA ITEM NO. 2. TITLE OF DATA ITEM

3. SUBTITL

E

17. PRICE GROUP

4. AUTHORITY (Data Acquisition Document No.) 5. CONTRACT REFERENCE 6. REQUIRING OFFICE ‘ 18. ESTIMATED
TOTAL PRICE
7. DD 250 REQ 9. DIST STATEMENT 10. FREQUENCY 12. DATE OF FIRST SUBMISSION 14, DISTRIBUTION ‘
REQUIRED -
b. COPIES
8. APP CODE 11. AS OF DATE 13. DATE OF SUBSEQUENT a. ADDRESSEE Einal
SUBMISSION Draft
Reg Repro
16. REMARKS
15. TOTAL ~ =—pr ‘
1. DATA ITEM NO. 2. TITLE OF DATA ITEM 3. SUBTITLE 17. PRICE GROUP
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SUBMISSION Draft
Reg Repro ‘
16. REMARKS
15. TOTAL — ‘
1. DATA ITEM NO. 2. TITLE OF DATA ITEM 3. SUBTITLE ‘ 17. PRICE GROUP
4. AUTHORITY (Data Acquisition Document No.) 5. CONTRACT REFERENCE 6. REQUIRING OFFICE 18. ESTIMATED
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7. DD 250 REQ 9. DIST STATEMENT 10. FREQUENCY 12. DATE OF FIRST SUBMISSION 14, DISTRIBUTION
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b. COPIES
8. APP CODE 11. AS OF DATE 13. DATE OF SUBSEQUENT a. ADDRESSEE Final
SUBMISSION Draft ‘
Reg Repro
16. REMARKS ‘
15. TOTAL — ‘
1. DATA ITEM NO. 2. TITLE OF DATA ITEM 3. SUBTITLE ‘ 17. PRICE GROUP
4. AUTHORITY (Data Acquisition Document No.) 5. CONTRACT REFERENCE 6. REQUIRING OFFICE 18. ESTIMATED
TOTAL PRICE
7. DD 250 REQ 9. DIST STATEMENT 10. FREQUENCY 12. DATE OF FIRST SUBMISSION 14, DISTRIBUTION
REQUIRED -
b. COPIES
8. APP CODE 11. AS OF DATE 13. DATE OF SUBSEQUENT a. ADDRESSEE Final
SUBMISSION Draft
Reg Repro
16. REMARKS ‘
15. TOTAL —
G. PREPARED BY H. DATE I. APPROVED BY J. DATE ‘
DD FORM 1423, AUG 96 (EG) PREVIOUS EDITION MAY BE USED. Page of Pages
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INSTRUCTIONS FOR COMPLETING DD FORM 1423
(See DoD 5010.12-M for detailed instructions.)

FOR GOVERNMENT PERSONNEL

Item A. Self-explanatory.

Item B. Self-explanatory.

Item C. Mark (X) appropriate category: TDP - Technical Data
Package; TM - Technical Manual; Other - other category of data,
such as "Provisioning,""Configuration Management," etc.

Item D. Enter name of system/item being acquired that data will
support.

Item E. Self-explanatory (to be filled in after contract award).
Item F. Self-explanatory (to be filled in after contract award).

Item G. Signature of preparer of CDRL.

Item H. Date CDRL was prepared.

Item I.  Signature of CDRL approval authority.

Item J. Date CDRL was approved.

Item 1. See DoD FAR Supplement Subpart 4.71 for proper
numbering.

Item 2. Enter title as it appears on data acquisition document
cited in ltem 4.

Item 3. Enter subtitle of data item for further definition of data item
(optional entry).

Item 4. Enter Data Item Description (DID) number, military
specification number, or military standard number listed in DoD
5010.12-L (AMSDL), or one-time DID number, that defines data
content and format requirements.

Item 5. Enter reference to tasking in contract that generates
requirement for the data item (e.g., Statement of Work paragraph
number).

Item 6. Enter technical office responsible for ensuring adequacy
of the data item.

Item 7. Specify requirement for inspection/acceptance of the data
item by the Government.

Item 8. Specify requirement for approval of a draft before
preparation of the final data item.

Item 9. For technical data, specify requirement for contractor to
mark the appropriate distribution statement on the data (ref. DoDD
5230.24).

Item 10. Specify number of times data items are to be delivered.
Item 11. Specify as-of date of data item, when applicable.
Item 12. Specify when first submittal is required.

Iltem 13. Specify when subsequent submittals are required, when
applicable.

Item 14. Enter addressees and number of draft/final copies to be
delivered to each addressee. Explain reproducible copies in Item
16.

Item 15. Enter total number of draft/final copies to be delivered.

Item 16. Use for additional/clarifying information for Items 1
through 15. Examples are: Tailoring of documents cited in Item 4;
Clarification of submittal dates in Items 12 and 13; Explanation of
reproducible copies in Item 14.; Desired medium for delivery of the
data item.

FOR THE CONTRACTOR

Item 17. Specify appropriate price group from one of the following
groups of effort in developing estimated prices for each data item
listed on the DD Form 1423.

a. Group |. Definition - Data which is not otherwise essential to the
contractor’'s performance of the primary contracted effort (production,
development, testing, and administration) but which is required by DD
Form 1423.

Estimated Price - Costs to be included under Group | are those
applicable to preparing and assembling the data item in conformance
with Government requirements, and the administration and other
expenses related to reproducing and delivering such data items to the
Government.

b. Group Il. Definition - Data which is essential to the performance
of the primary contracted effort but the contractor is required to
perform additional work to conform to Government requirements with
regard to depth of content, format, frequency of submittal, preparation,
control, or quality of the data item.

Estimated Price - Costs to be included under Group Il are those
incurred over and above the cost of the essential data item without
conforming to Government requirements, and the administrative and
other expenses related to reproducing and delivering such data item to
the Government.

c. Group lll. Definition - Data which the contractor must develop for
his internal use in performance of the primary contracted effort and
does not require any substantial change to conform to Government
requirements with regard to depth of content, format, frequency of
submittal, preparation, control, and quality of the data item.

Estimated Price - Costs to be included under Group Il are the
administrative and other expenses related to reproducing and
delivering such data item to the Government.

d. Group IV. Definition - Data which is developed by the contractor
as part of his normal operating procedures and his effort in supplying
these data to the Government is minimal.

Estimated Price - Group IV items should normally be shown on
the DD Form 1423 at no cost.

Item 18. For each data item, enter an amount equal to that portion of
the total price which is estimated to be attributable to the production or
development for the Government of that item of data. These
estimated data prices shall be developed only from those costs which
will be incurred as a direct result of the requirement to supply the data,
over and above those costs which would otherwise be incurred in
performance of the contract if no data were required. The estimated
data prices shall not include any amount for rights in data. The
Government's right to use the data shall be governed by the pertinent
provisions of the contract.

DD FORM 1423 (BACK), AUG 96
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APPENDI X G

JUSTI FI CATI ON AND APPROVAL FOR OTHER THAN FULL AND OPEN
COVPETI Tl ON

1. ldentification of the Agency:
2. Nature of the action being approved:
3. Services requested and estimated val ue:

4. Statutory authority permtting other than full and open
conpetition:

5. Denonstration that the proposed contractor's unique
qualifications or the nature of the acquisition requires use of
the authority cited:

6. Description of efforts nade to ensure that offers are
solicited fromas nmany sources as is practicabl e:

7. A determnation by the contracting officer that the
anticipated cost to the Government will be fair and reasonabl e:

8. A description of the market survey conducted and the results
or a statenent of the reasons a market survey was not conduct ed:

9. Any other facts supporting the use of other than full and
open conpetition:

10. O her sources expressing interest in the acquisition:

11. A statenent of the action, if any, the agency may take to
remove or overcone any barriers to conpetition before any
subsequent acquisition for the services or supplies required:

12. A statenent of delivery requirenents:

13. The total estimated dollar value for the acquisition
covered in the justification:

14. Reference to the approved AP, when the acquisition covered

in the justification neets the criteria/thresholds for a witten
AP:
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15. For ADP acquisition, attach ADP approval s:

16. Docunentation, for spare parts acquisition, of a review of
the specifications to ensure that they reflect the m ninmm
requi renents:

17. ldentification of contract specialist/negotiator who
prepared the docunent:

Nanme and Title Code Phone
Dat e

CERTI FI CATI ONS

| certify that the facts and representati ons under ny cogni zance
which are included in this justification and its supporting
Acqui sition Pl an and which forma basis for this
justification are conplete and accurate.

Techni cal / Requi renent s Cogni zance:

(Si gnature) Code Phone Date
Nane and Title

Certification of Technical/Requirenents:

(Si gnature) Code Phone Date
Nanme and Title
(Pers-02 or Pers-00B if over 50K)

The Contracting Oficer hereby certifies that the justification
is accurate and conplete to the best of his/her know edge and
bel i ef .
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CONTRACTI NG OFFI CER CERTI FI CATI ON REQUI RED BY FAR 6. 303(A) (12)
| certify that this justification, including its supporting

Acqui sition Pl an is accurate and conplete to the
best of ny know edge and bel i ef.

Si gnat ure Code Phone Date
Nanme and Title

NRCC LEGAL COUNSEL

Signature (Nanme and Title) Code Date

APPROVAL BLOCK REQUI RED BY FAR 6. 304 (see FAR 6.304 for
Approving Oficial):

Level Above Contracting Oficer

($0- $100, 000) Signature (Nanme and Title) Code Date

Conpetition Advocate

($100, 000- $1, 000, 000) Signature (Nane and Title) Code Date

Head of Procuring Activity

(SUP 02) ($1M $10M Signature (Nane and Title) Code Date

OASN ( S&L)

(Over $10M Signature (Nane and Title) Code Date
G 3
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APPENDI X H
CS CATEGCRI ES
APPENDI X H1
CATEGORY A

| NDI VI DUAL EXPERTS AND CONSULTANTS (1 EC)

A Definition and Criteria

| ndi vi dual experts and consultants are persons possessing
special, current know edge or skill which may be conbined with
extensive operational experience. This enables themto provide
i nformation, opinions, advice, or reconmendations to enhance
under st andi ng of conplex issues or to inprove the quality and
timeliness of policy devel opnent or decision-making. These
named i ndividuals nay either work independently or as nenbers of
panel s, comm ssions, or commttees.

This summary description is further defined in terns of the
fol | ow ng:

1. The objective is:

To enhance under standi ng of conplex issues or to inprove the
quality and tineliness of defense policy devel opnment or

deci si on- maki ng by providing information, opinions, advice, or
recommendat i ons based on personal know edge or experience.

2. Areas of application are:

Al'l subjects, issues, or problens involving policy devel opnent
or decision-nmaking in the Departnent of the Navy.

3. Nunbers and characteristics of people involved include:

a. Experts. Individuals possessing uncomon,
special, current know edge or skill in a particular field. They
are outstanding specialists with a high | evel of peer
recognition.

b. Consultants. Individuals possessing uncomon,
special, current know edge or skill in a broad area conbi ned
Wi th extensive experience in the application of such know edge
or skill in operational settings. As a consequence, consultants
are well-recogni zed outside of their peer group. In addition to
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i ndependent work, experts and consultants nay be assenbled into
commttees, panels, comm ssions, etc.

4. Qutputs are:

| nf ormati on, opinions, advice, or recommendations, either oral
or witten.

5. Additional characteristics and gui dance:

Bot h experts and consultants are valued for their intrinsic
know edge, skills, or experience; they do not require extensive
new personal research to provide useful informtion, opinions,
advi ce, or recomendati ons.

Because experts are essentially specialists, their output is
predom nantly information or opinions. Consultants' outputs,
because they are essentially highly skilled practitioners, is
predom nantly advi ce and reconmendati ons.

Al'l personal appointnments or contracts (whether for personal or
non- personal services) with individual, naned experts or
consultants are included in Category A regardless of whatever
apparent connection they nay have with Categories B through D

B. Pol i ci es and Procedures

The services of experts or consultants procured under this
category are not to be used to perform basic governnent
functions as indicated in subsections DI and D10 of DOD
Directive 4205.2 of 27 January 1986.

Title 5 U S.C. 3109(b) provides the statutory authority for

enpl oynment of experts and consultants, including enploynment of
such persons w thout conpensation. Wen other statutes apply
specifically to a particul ar appoi ntnent, that authority shal

be used. Experts or consultants shall not be enpl oyed
tenporarily or intermttently solely in anticipation of a career
condi tional appoi nt ment.

Appoi ntmrents of experts and consultants shall be subject to the
approval of higher authority as specified in CPl 304-A of 12
July 1984 or subsequent changes.

Bef ore experts and consultants can be appointed, the follow ng
shal | be obt ai ned:

1. Funds and personnel ceiling authorizations.

H1- 2
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2. Appropriate security clearances.

3. A statenent fromthe Standards of Conduct
Counsel or that, under DOD Directive 5500. 7D of 30 Aug 1993, no
conflict of interest exists.

A proposed appoi ntmrent or renewal shall be acconpanied, at a

m nimum by: a nmenorandum outlining the specific duties to be
performed; the qualifications of the appointee; SF 171,
"Application for Federal Enployment;" and DD Form 2292, "Request
for Appoi ntnment or Renewal of Appointnment Consultant or Expert.”

None of the approval procedures apply to: experts and

consul tants appointed to positions in field organizations bel ow
t he maj or DON Conmponent headquarters | evel; physicians,
dentists, and other health professionals providing patient care;
veterinarians; |ecturers participating in educational
activities; or auxiliary chapl ains.

The daily rates of pay prescribed in various statutory

aut hori zations shall be considered maxi numrates, and |esser
rates shall be negotiated whenever possible. Determ nations of
the rate to be paid or to pay no conpensation to an expert or a
consul tant shall be made on a case-by-case basis, considering

t he appropriateness of the pay to the work performed, the

appoi ntee's qualifications and experience, his or her current or
hi ghest salary held, and conparabl e conpensation in the private
sector. An expert or consultant is not entitled to a pay
increase solely on the basis of an increase in the general
schedul e.

For those experts and consultants not obtained through the
appoi nt ment process outlined above, an appropriate service
contract shall be witten. [|f a nonpersonal services contract
is used, a witten report shall be submtted summari zing the
appoi ntee's information, opinions, advice, or recomrendations.

H1- 3
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APPENDI X H2
CATEGORY B

STUDI ES, ANALYSES, AND EVALUATI ONS ( SAE)

A. Definition and Criteria

Studi es, Anal yses, and Eval uations SAE are organi zed, in-depth,
anal ytic assessnments needed to understand conpl ex issues and

i nprove policy devel opnent or decision-making. Using scientific
met hods, SAE result in formal, structured docunents cont aining
or |eading to conclusions or recommendations. The problens and
i ssues are of such size, conplexity, or uniqueness that

i ndi vi dual experts and consultants can not resol ve them al one.
Basi ¢ research and system specific engineering studies, however,
are excluded fromthe scope of SAE (Category B).

This summary description is further defined in terns of the
fol | ow ng:

1. The objective is:

Enhance under standi ng of conplex issues, inprove the quality and
ti meliness of defense policy devel opnment or deci si on-nmaki ng,
provi de new insights into, alternative solutions to, or
recommendati ons on, defense issues through the application of
scientific methods and especially policy and program anal ysi s
and eval uati on.

2. Areas of application are:

Subj ects, issues, or problens of policy devel opnent or deci sion-
maki ng in the Departnent of the Navy. These may invol ve
strategy, requirenents, tactics, concepts, operations,

organi zation, forces, the support of forces, prograns, weapons
and ot her systens, and the acquisition, test, and eval uation of
such systens.

3. Nunbers and characteristics of people involved include:

Teans of people from non-governnental anal ytic organizations.
The teans nmay consi st of non-professional as well as

prof essional staff nmenbers. The professional nmenbers of the
team are characterized by either:

a. Special know edge in the field being studied
(al though not necessarily at the | evel described under category
A); and/or
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b. A high level of skill in using the concepts and
t echni ques of anal ysis or eval uation.

4. Qutputs are:

Formal , structured docunents containing or |leading to
concl usi ons or recomrendati ons.

5. Additional Characteristics and QGui dance

a. The subjects, issues, or problens addressed by SAE
require nore information, skill, or experience than can be
provi ded by the experts or consultants described in Category A

b. The data, assunptions, principles, calculations,
alternatives considered, and reasoning |leading to the
concl usions or recomrendations in SAE shall be fully expl ai ned
inclear, witten form

c. Simulation, nodel building, econom c analysis,
statistical analysis, decision processes, gane theory,
operations research, design of experinments, and cost-benefit or
cost-effectiveness anal yses are the tools typically used in
devel opi ng formal SAE docunents. Data bases, nodel s,
nmet hodol ogi es, and related software created in support of a
study, analysis, or evaluation are to be considered part of the
overall study effort.

d. Technical projects using basic scientific
i nformation or operational experience as inputs and that are
focused on a class of problens, broad issues, present or
proposed policies, or that are generic efforts (i.e., not a
weapon system or equi pnent devel opnent effort) are covered by
this category.

e. Engineering studies related to specific physical
or performance characteristics of existing or proposed systens
are not covered by this category.

f. Research on theoretical mathematics and
fundament al physi cal, biological, social, or psychol ogical
phenonena unrel ated to particular issues or systens are not
covered by this category.

H2- 2
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B. Pol i ci es and Procedures

While this instruction applies specifically to contract studies,
anal yses and evaluations, its provisions should guide the
pl anni ng, managenent, and reporting of major in-house studies,

Appendi x H2 inter-conponent studies, and inter-agency studies to
the extent applicable and practicable. For these purposes,

maj or i n-house studies are those requiring two or nore work
years of effort. Qher than in exceptional cases, all SAE shal
be procured only through a contract dedicated solely to these
pur poses.

The requiring claimant for SAE shall contact the Studies and
Resource Adm nistrative Branch (N-811) at the Pentagon for nore
i nformati on.

H2- 3
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APPENDI X H3
CATEGORY C

MANAGEMENT SUPPCRT SERVI CES ( M5S)

A. Definition and criteria

Managenment Support Services (MSS) take the form of advice,
training, or direct assistance to organi zations to ensure nore
efficient or effective operation of managerial, admnistrative,
or rel ated kinds of systens.

This summary description is further defined in terns of the
fol | ow ng:

1. The objective is:

Ensure nore efficient or effective operation of managenent
support systens through advice, training, or direct assistance
in inmproving the design or operation of such systens.

2. The areas of application are:

Acqui sition nmanagenent, project nonitoring and reporting, data
col l ection, |ogistics, budgeting, accounting, auditing,
personnel managenent, paperwork managenent, records managenent,
space managenent, library managenent, and rel ated systens.

3. Nunbers and characteristics of people involved include

Teans of people from non-governnental organizations, usually
private sector nmanagenent services conpanies. The teanms may
consi st of non-professional as well as professional staff
menbers. The professional team nenbers are characterized by
speci al know edge or skills (although not necessarily at the

| evel described under Category A) in managerial, admnistrative,
or related areas.

4. Qutputs are:

Services in the formof advice, training, or direct assistance
that lead to inproved design or nore effective operation of
manageri al, adm nistrative, or related kinds of systens.
Witten reports are incidental to the performance of these
servi ces.
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5. Additional characteristics and gui dance:

Excl uded from Category C are:

a. Managerial or admnistrative services by the
desi gner or producer of end-item hardware that are non-separable
fromthe devel opnent, production, or operational support
processes. In this context, "non-separable" neans the
managerial or adm nistrative systenms (e.g., subcontractor
nmonitoring or configuration control) that can not reasonably be
operated or perfornmed by anyone other than the designer or
producer of the end-item hardware.

b. Initial training, training aids, and techni cal
docunentation acquired as an integral part of the | ease or
pur chase of equi pnent.

c. Routine maintenance of office equipnent, routine
adm nistrative services (e.g., mail, reproduction, telephone),
printing services, and direct advertising (nedia) costs.

d. Academ c education or general training to enhance
basi ¢ managerial or admnistrative skills.

B. Pol i ci es and Procedures

Advi ce or recommendations offered shall be Iimted to the nore
efficient and effective operation of the managerial,
adm nistrative, or related systens being support ed.

MSS shall be used to create an in-house capability as soon as
practicable, thereby avoiding | ong term dependency on contractor
support.

MSS as defined herein shall not be procured by neans of a
personal services contract. To the extent applicable and
practicable, contracts for these services shall require a
witten report which typically docunents the services delivered
and may in part take the form of software packages.
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APPENDI X H4
CATEGORY D

| NFORVATI ON TECHNOLOGY SYSTEMS (I TS)

Contract activity reported in the ADP budget for Information
Technol ogy Systens (ITS) is to be accounted for as CS. These
costs are for non-tactical ADP requirenents for systens

anal yses, design, devel opnent, engi neering, programm ng and
studies as reported in Section 4D of OVMB Exhibit IT-43A. Effort
to be reported by Navy claimants will conformto the I TS/ ADP
coverage for budget estimates submtted to the Naval Data

Aut omat i on Conmand (NAVDAC) on lines 22 and 23 of the exhibit
CSP- X.
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