DRMS | NSTRUCTI ON 4105. 2

DRMS- PO

March 21, 2001
PROCEDURES FOR PREPARATI ON OF REQUESTS FOR SUPPLI ES AND SERVI CES

(This publication has been revised significantly and nust be revi ewed
inits entirety.)

A. REFERENCES. DRMS |Instruction 4105.2, Procedures for Preparation of Requests
for Supplies and Services, COctober 28, 1996, (hereby superseded).

B. PURPOSE. This instruction provides guidance for the preparation of requests
for supplies and services obtained through | ocal procurenent (DRVS-POB).

Super sedes reference A

C. APPLICABILITY AND SCOPE. This instruction applies to all customers of DLIS-R
and DRMS-P for purchase of supplies and services.

D. DEFINITIONS. (Reserved for future use.)

E. PROCEDURE. The procedures for preparation of requests for supplies and
servi ces are encl osed.

F. RESPONSIBILITY. The responsibilities of key officials are shown at encl osure
1 to this instruction.

G EFFECTI VE DATE AND | MPLEMENTATION. This instruction is effective upon
signature by the DRMS Executive Assistant.

H. I NFORMATI ON REQUI REMENTS. (Reserved for future use.)

BY ORDER OF THE COMMANDER

/sl
1 Encl JANI NE DES VO GNES
Executive Assi stant



Encl osure 1
DRMS | nstruction 4105.2

PROCEDURES FOR PREPARATI ON OF REQUESTS FOR SUPPLI ES OR SERVI CES

A.  REQUESTI NG ACTIVITY:

1. The requesting activity is responsible for:

a. Ensuring supplies or services are the mninum essential requirenent and
fully justified.

b. Providing adequate specifications or statenent of work for services.

c. Ensuring all approval |evels are net.

d. Providing adequate docunentation

e. Coordinating with the resource personnel to assure adequate funding is
avail abl e.

f. Submitting requirenments tinmely to preclude mssion failure.

2. Mssion Essential. It is the requesting activity's responsibility to ensure
all itens are essential to the conpletion of the assigned mni ssion

3. Justification.

a. Justification for supplies or services nust clearly show that the requested
items are m ssion essenti al

b. If asimlar itemis available through Governnent sources of supply, the
justification nust state the reason the sinmlar itemwll not suffice.
c. |If professional or consultant services (expert) services are required,

speci al documentation is essential to obtain approval from HQ DLA. DRMS-POB wil |
provide full details and assi stance upon request.

d. Oher than full and open conpetition requires special justification. |If
supplies or services are available fromonly one source, or froma limted nunber
of sources, and no other type of service will satisfy the requirenents, it is

possible to obtain the items without providing for full and open conpetition
Requi ri ng personnel are responsible for providing and certifying as accurate and
conplete the necessary data to support the reconmendation for other than full and
open conpetition. Procuring supplies or services in this manner requires specia
approvals. Therefore, the data nust be conplete and accurate.

4. Specifications/Statenent of Work.

a. An inaccurate description of the required supplies or services will result
in delay in receiving the itenms and may result in receiving itens that do not fully
neet the requirenent.

b. If requesting a supply item provide the brand name of the item and the
manuf acturers part nunber if known. |If an itemis to be used on equipnent, specify
t he equi pnent. When DRMS-POB is acquiring a brand nanme item firms nmay offer an
equal product to the brand nane and the Governnment will be obligated to evaluate if
the product is truly equal unless special justifications under 3c are obtai ned.
Shoul d this situation occur, DRMS-POB will contact the requester

c. For one-tinme service acquisitions, state the equi pmrent nmake or nodel, what
appears to be the problem where the equipnment is |ocated, to whom service
personnel will report, and the time the service personnel would have access to the
equi pment, as well as a point of contact. |If the requesting activity has
informati on regarding the service to be performed, include the information.



d. If subnmitting requests for annual maintenance of equi pment, a statement of
wor k rmust acconpany the purchase request (PR). The statenment of work mnust include,
but is not linmted to:

(1) Frequency of maintenance required;
(2) Tinme of day the maintenance is required;

(3) Days of the week maintenance is required (i.e., if the equipment is in
use 24 hours-per-day, 7 days-per-week, nmintenance coverage should be the sane);
(4) The type of mmintenance required, i.e., renedial and/or preventive. |If

preventive maintenance is required, the tine of day and frequency;
(5) Equi pnent to be mmintained, including serial nunber;
(6) Response tine required for renmedi al maintenance; and
(7) Any other information that woul d be hel pful, such as whether a field
service report is required after each call
e. Wien submitting requests for other types of service, a statenent of work is
required with a conplete description of the services to be perforned.

5. Approval Levels and Adequate Docunentation

a. Al approvals nust be obtained and annotated on the PR or supporting
docunentation prior to submission to DLIS-R
b. PRs received without proper approvals will be returned to the requester
This results in delays in the acquisition process.
c. The following, as a mininum require special review and approval prior to
i nput into the Base Operating Support System (BOSS).
(1) Ofice Equi pment Services (DLIS-R).
(2) Training Services (DRMs-KM .
(3) Equipnent, furniture, and accountabl e property (Accountable Property
O ficer).
(4) Subscriptions (Publications and Audi ovi sual Managenent Assessnent Revi ew
Conmittee).
(5) Visual aids, production, photo or graphics services, video tapes,
audi ovi sual equi pment (Visual Information Control Officer).
(6) Automated Data Processing (ADP) equipnment. |In DLIS, all ADP requests
nmust be submitted through DLIS-V, in DRMS all ADP requests nust be submitted
t hrough DRMs- C.
(7) Systenms furniture (DRMS-RWor DLIS-R).
(8) DLIS requests estimted over $50, 000 nust be approved by the Financia
Managenment Board.
d. Al PRs nust be signed by an authorized individual (division chief or
above) and submitted to DLIS-RWfor input to BOSS, if funding is in BOSS.
e. Al PRs nust contain the follow ng:
(1) Al required information for BOSS i nput and accountability.
(2) Funding citations (organization code, cost code, object class).
(3) Unit of issue, quantity, unit price.
(4) Custorer identification nunber.
(5) Point of contact and tel ephone number.
(6) Reconmended service

6. Adequate funding and Tinmely Subm ssion. The requesting activity is
responsi bl e for coordinating with resource personnel to ensure that funding is
available in BOSS prior to subnmtting the PR Failure to ensure adequate funding
isinthe BOSS will result in delays. Proper planning and early subm ssion of PRs
is essential to allow adequate time for processing the acquisition




B. Directorate of Planning and Resource Managenent (DLIS-R) will:

Review al|l requests for supplies and services to ensure approval |evels are

2. Review all requests for appropriate information.
3. Return requests for further action when appropriate.
4. Input the request into BOSS.

a. A separate BOSS docunent nust be input for each line itemrequested
b. BOSS generates the UVSF 549 report for DRMS-POB

5. Assign a priority code based on the requested delivery date.
6. Assign Federal Stock Classification/National Stock Nunber

7. Provide any back up docunentation received to DRMS-POB

8. Assure accurate and auditable record keeping is acconplished.

C. Operational Contracting Branch (DRVS-POB) will:

1. Review all requests for adequacy of specification

2. Ensure proper justifications and approval s acconpany any specia
requi renents.

3. Suspend and return requests for nore informati on when necessary.

4. Initiate procurenent action

5. Maintain this instruction in a current status and review it biennially.
D. GENERAL:

1. DRMS-POB will not change a PR without witten or verbal authorization from
the requesting office.

2. The requester will be contacted if it has been determined that the PR is
i naccurate and a witten response to correct the PR w Il be required.

3. Quantity changes will be nmade in DRMS- POB when necessitated by a standard
pack or to neet mninmum order quantities. The requesting office will be notified.

4. Requesting offices receive BOSS report 521A, which provides status of PRs.
If requesting information from DRMS-POB, the BOSS docunment nunber or purchase order
nunmber is required.

E. PROCUREMENT ADM NI STRATI VE LEAD TI ME (PALT):

1. DRMS-POB will exert every effort to ensure tinely delivery of supplies and
services to requesting activities.

2. To aid DRMS-POB in processing PRs, requesting activities must submit PRs
timely.



3. The tinmeframe fromthe date of receipt of an accurate, conplete procurenment
request to the date a contract is awarded is referred to as the PALT. The
following is a guide to aid requesting offices in submtting PRs and acquiring the
supply or service in a tinmely manner:

a. Energency PRs are usually acconplished in 1 to 3 days.

b. PRs under $25,000 or at any dollar value if acquired froma Federal Supply
Schedule (e.g. GSA) with low price as the only award criteria, can be acconplished
in 5 to 10 days.

c. PRs val ued between $25,000 and $100,000 and for which a Commerce Busi ness
Daily (CBD) notice is required, can normally be acconplished in 45 to 60 days.

Note: FSS orders are exenpt froma CBD notice.

d. PRs over $100,000 and not acquired under a FSS with price as the only award

criteria normally take a m ni mum of 120 days.

4. PALT does not begin until an accurate, valid, funded PR is received.

5. FAR prohibits splitting requirenents into smaller quantities to avoid
approval levels or competition requirenents.

6. Providing with the PR a recomended source and any quotes obtained for a
supply or service will lead to a shorter PALT. Before award of a contract DRMS- POB
nmust try to obtain three quotes for the supply or service. |f a requester has
asked for three quotes prior to submitting the PRto DLIS-RWfor input into BOSS,
attaching the three quotes will lead to a shorter PALT than one where fewer than
t hree quotes have been provided.

7. Al contractors who do business with DoD nust be registered in the Centra
Contracting Registration (CCR). Prior to awarding a contract, DRMS-POB nust verify
that the contractor is registered in CCR.  Providing a recommended source who is
not registered in CCR, and where DRMS-POB cannot find a source registered in CCR
with a lower price, will lead to a | onger PALT. To |essen PALT, requesters may
check the CCR status of their reconmended sources by searching the CCR database on
the Internet at www ccr2000.com |f the requester cannot find the firmin CCR
they can direct the recommended source to the CCR web site so the source can
regi ster their conpany. However, the requester nust notify the firmthat

registering in CCR does not nean they will be awarded the contract as a Contracting
O ficer in DRMS-POB makes the final determ nation of who will receive award of the
contract.

8. Al supplies or services val ued between $2,500 and $100, 000 that are not
acquired froma FSS are autonmatically set-aside for small businesses. |f a request
for a supply or service is provided with a | arge business as the recomended
source, DRMS-POB is obligated to find small business sources for the supply or
service and depending on the price differential, may be required to pay nore noney
to the small business than what the |arge business may have quoted for the supply
or service



F. Acquisition Planning:

1. Acquisition planning parallels resource planning and begins with the
requesting activity.

2. Tinely subm ssion of requirenents is essential to neet delivery requirenents.

3. Accuracy of specifications and adequate funding is essential to assure tinely
delivery and to acquire quality products that neet the need of the agency.

4. Proper approval |levels are essential in meeting mssion requirenents.

G Unaut hori zed Commit nents:

1. Any person creating an unauthorized conmtnent can be held personally liable
for the expense incurred.

2. Unauthorized commtnents are costly and tinme consuming to process.

3. Energency PRs are processed i mediately. Use of this procedure prevents
unaut hori zed conmi t nents.

H.  Energency Acquisitions:

1. Energency requests are given a 00 priority and are used to preclude inm nent
m ssion failure.

2. These requests require the approval of the highest organi zati onal el enment of
the requesting activity.

3. Energency requirenments are given special priority in DRMS-POB and ot her work
is delayed in order to fulfill these requirenents.



