AFMLO/VASS Purchase

Package Submittal Matrix

(For explanation of terms, refer to the attached Glossary)

	Type of Purchase
	Requestor Action

	
	Step 1:

AFMLO Review
	Step 2:

Submit to AFMLO / VASS
	Step 3:

Procure
	Step 4:

Receive
	Step 5:

Accept

	Non-Personal

Service Requirements - Existing Contract
	Recommend Performance Work Statement (PWS) review by AFMLO/VASS liaison before submittal
	MIPR, Acceptance MIPR, PWS, and quote from vendor
	Receive Acceptance MIPR from contracting officer within 5 business days of submittal

Provide feedback to contracting officer as requested.

Refer vendor inquiries to contracting officer

Receive copy of contract or purchase order from the contracting officer
	You can expect delivery by the date noted on your contract or purchase order.

If your request is not received by that date, contact the contracting officer

If the vendor calls you and asks to delay the delivery date, contact the contracting officer
	COTR provides oversight per the QASP.  Unresolved problems are elevated to contracting officer

	Non-Personal

Service Requirements - Open Market

(Rare)
	Recommend Performance Work Statement (PWS) review by AFMLO/VASS liaison before submittal
	MIPR, Acceptance MIPR, PWS, and market research
	
	
	

	Facility

Service Requirements - Existing Contract
	Recommend Statement of Work (SOW) review by AFMLO/VASS HFO liaison before submittal
	MIPR, Acceptance MIPR, SOW, and quote from vendor
	
	
	Requestor monitors quality of service against SOW requirements.  Unresolved problems are elevated to contracting officer

	Facility

Service Requirements - Open Market
	Recommend Statement of Work (SOW) review by AFMLO/VASS HFO liaison before submittal
	MIPR, Acceptance MIPR, SOW, and market research
	
	
	

	Furniture
	No AFMLO review necessary
	MIPR, Acceptance MIPR, quote from vendor, and UNICOR Waiver
	
	
	Requestor compares product to description on contract or purchase order.  Unresolved problems are elevated to contracting officer

	Equipment / Supplies – 

Open Market
	No AFMLO review necessary
	MIPR, Acceptance MIPR, and market research
	
	
	

	Equipment / Supplies – 

Existing Contract
	No AFMLO review necessary
	MIPR, Acceptance MIPR, and quote from vendor
	
	
	


AFMLO/VASS 

Package Submittal Glossary

Contract – An agreement between two parties.  In the Federal Government, only warranted contracting officers are allowed to create a contract with a vendor.  

Existing Contract vs. Open Market – Examples of existing contracts include Federal Supply Schedules (FSS), Decentralized Blanket Purchase Agreements (DBPA), Indefinite Order/Indefinite Quantity (IDIQ) contracts, or any purchase over $2500 without a pre-negotiated vehicle to place a purchase order against.  Open market items are those with no pre-negotiated contracting vehicle.  These items have the longest contracting lead times because of the steps involved in assuring fair and open competition.  For example, they must be advertised for ten days to potential solicitors.

Contracting Officer – An individual warranted as an agent of the federal government to enter into contractual agreements with for government agencies

Contracting Officer’s Technical Representative (COTR) – Person who is technically and geographically able to assess the quality of the execution of a service contract against the performance work statement.  This person is appointed by the contracting officer and is trained by either the local contracting activity or though the Federal Acquisition Institute.  They act as the “eyes and ears” of the contracting officer.

Federal Acquisition Regulation (FAR) – The FAR (which weighs in at almost 2000 pages) provides uniform policies and procedures for acquisitions for the federal government.  The purpose of the FAR is to satisfy the customer in terms of cost, quality, and timeliness through methods that promote competition, use commercial products/services, and promote fairness and openness.  The FAR pertains to the whole acquisition team (which includes all participants in acquisition, including customers).  The FAR is further specified for the Air Force through the Defense Federal Acquisition Regulation (DFARS) and the Air Force Acquisition Regulation (AFARS).

Market Research – A description of one or more examples of the product you are looking for.   This can be in the form of a quote, catalog entry, or technical description written by you.  The idea is to give the contracting officer a complete idea of what you want them to buy for you.  The more quotes, the better.  Several quotes give the contracting officer an idea if the vendor is competitive in price.  NOTE:  Don’t forget to have shipping and/or installation included in your quotes! (See “Quotes From Vendor”)

MIPR, Acceptance MIPR – DD Form 448, Military Interdepartmental Purchase Request and DD Form 448-2, Acceptance of MIPR are used to transfer money from your activity to another.  This form identifies what you want, a government cost estimate, suggested sources, and the fund cite DFAS will pay the vendor from.  When you submit a purchase request to the AFMLO/VASS contracting office, the vendor payment comes from the Department of Veteran’s Affairs (VA) and DFAS reimburses the VA.  AFMLO/VASS MIPRs must include a surcharge.  The surcharge schedule is $175 or 1% of purchase price for purchases on existing contract / 2% of the purchase price for requests on open market.  The maximum surcharge for any purchase is $25,000.
Non-Personal Service – Professional services such as physicians, technicians, and clerks are usually classified as “non-personal” services.  In this context, “non-personal” means that personnel filling these contracted positions do not “personally” work for the staff at the MTF.  They work for a personnel firm who tasks the individual employees to work at the MTF.  The benefit is that human resources activities (recruiting, pay, etc.) are completed by the vendor, not by the MTF.

Performance Work Statement (PWS) and Statement of Work (SOW) – The PWS and SOW usually describes a service or effort.  It establishes and defines all non-specification requirements for a contractor's efforts. A PWS establishes a performance standard for the individual performance of a person.  A SOW establishes a performance standard as a project is incrementally completed (example: construction). A PWS and SOW provides the basis on which the offerer will prepare their technical and cost proposals; the basis on which the technical evaluation criteria will be determined; the standard against which the contractor's performance will be measured; and it establishes the boundaries within which changes will be allowed. 
Purchase Order – This is not a contract.  A purchase order is a specific purchase against an existing contract.  This document says that a purchase was made in compliance with the terms of the contract it refers to.

Quality Assurance Surveillance Program (QASP) – Many service contracts require a QASP.  The QASP is the tool that the COTR uses to monitor and record the performance of the contractor.  A QASP generally consists of a checklist of performance indicators, a record of complaints, and a copy of the SOW or PWS.

Quote From Vendor – In casual conversation, requestors say that they need to supply the contracting officer with a “bid” from a vendor.  In fact, only a contracting officer can solicit a bid from a vendor.  Requestors are responsible for obtaining a quote for the requested service.  By definition, a quote is a statement of the cost of a good or service and not a guarantee that the vendor will provide the good or service to the government.  (See “Market Research”)
UNICOR Waiver - The interim policy from the director of defense procurement that allowed DOD

procurement officials to have the authority to make a determination of best value for UNICOR products.  The law (Public Law 107-107, Section 811) states that if the DOD customer finds that (after UNICOR proposals are given consideration) if UNICOR products are not comparable to commercial in price, quality, and time of delivery, they may purchase non-UNICOR as prescribed in the FAR.  In the DOD, we have translated this statement into "we don't need a waiver".  However, since AFMLO/VASS contracting officers are not DOD procurement officials (they are Veterans Administration), they cannot take advantage of the interim DoD guidance.  Therefore, if furniture is purchased through the AFMLO/VASS office, a UNICOR waiver is required. 
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