
________________________

Air Force Medical Logistics Office 

Veterans Affairs Special Services 

Contracting Office (AFMLO/VASS)

Handbook for

Air Force Medical Service Customers
[image: image1.png]


[image: image2.jpg]=

MILITARY INTERDEPARTMENTAL PURCHASE REQUEST e i o onces

T.FSC 3. CONTROL SYMBOL NG. T_DATE PREPARED 5. MIPR NUMBER & AMEND NO.

7.70: 8. FROM: (Agency, name, telaphane number of originator}

o iTEMs [ ] ARE [ ] ARE NOT INCLUDED IN THE INTERSERVICE SUPPLY SUPPORT PROGRAM AND REQUIRED INTERSERVICE
SCREENING [ ] tas [ ] HASNOT BEEN ACCOMPLISHED

ITEM DESCRIPTION ESTIMATED ESTIMATED
NO. ary | uNIT UNIT TOTAL
{Federal stock number, nomencialure, specification and/or drawing No., efc. PRICE PRICE

a b I3 a e f

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

10. SEE ATTACHED PAGES FOR DELIVERY SCHEDULES, PRESERVATION AND PACKAGING INSTRUCTIONS, SHIPPING 11. GRAND TOTAL
INSTRUCTIONS AND INSTRUCTIONS FOR DISTRIBUTION OF CONTRACTS AND RELATED DOCUMENTS $0.00

12. TRANSPORTATION ALLOTMENT (Used if F OB Cantractor's plant) 13. MAIL INVOICES TO (Payment will be made by}

PAY OFFICE DODAAD

14. FUNDS FOR PROCUREMENT ARE PROPERLY CHARGEABLE TO THE ALLOTMENTS SET FORTH BELOW, THE AVAILABLE BALANCES OF WHICH
ARE SUFFICIENT TO COVER THE ESTIMATED TOTAL PRICE

"oRN] repropriaTion | oo SUPPLEMENTAL AGCOUNTING CLASSIFIGATION FESTSR AMOUNT
5. AUTHORIZING OFFICER (Type name and flie} T8 SIGNATURE 77 DATE
DD Form 448, JUN 72 (EG) PREVIOUS EDITION IS OBSOLETE.

Reset




Delivering Customer Focused Global Integrated Logistics

______________________________

As of 5 April 2003

Executive Summary

The Veteran’s Affair’s Special Services (VASS) Contracting Office is co-located with the Air Force Medical Logistics Office (AFMLO) at Ft Detrick Maryland.  The VASS focus is on leveraging purchasing power for medical equipment, services, ancillary medical supplies, and minor construction for the Air Force Medical Service (AFMS).  The VASS strives to provide responsive, best value, focused contracting while reducing MTF lead-time and complexity.  The contracting instruments negotiated by the VASS are intended for use by the Air Force and the Veterans Administration.  The VASS staff works closely with an active duty Air Force liaison team to ensure the VASS staff and customers work in synergistic partnership.  

How To Use This Handbook


This handbook contains hyperlinks that can take the user from one section to another without having to search for the next topic.  When using the hyperlink feature, it is best to display the “Web” toolbar in Microsoft Word.  From the “Web” toolbar, the user may use the “back” or “forward” buttons to navigate to and from previously viewed pages of the handbook.


Your first stop should be the table of contents.  From there, you can use the hyperlinks to leap to the topic of your choice.  You can also page through the handbook in the traditional manner (page by page).  

Throughout the handbook, several terms are explained in one of two ways.  First some terms are hyperlinked to its definition in the glossary.  Second, for guidance, tips, and rationale, pass your cursor over the highlighted areas for pop-up text.  For example, rest your cursor HERE
.  Microsoft Word XP users will see comments listed on the right side of the screen.
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AFMLO/VASS ON-SITE CONTRACTING PROGRAM OBJECTIVE

(Back to Table of Contents)
The objective of the AFMLO/VASS Contracting Program is to support the Air Force Medical Service to expedite procurement of medical equipment, services, ancillary supplies, and facility repair & maintenance through utilization of Federal Supply Schedules (FSS), national contracts, Indefinite Delivery/Indefinite Quantity (IDIQ) contracts, and open market procurements.  The solicitations and resulting FSS contracts are synopsized via the Federal Business Opportunities web site, thereby satisfying the requirements of the Competition in Contract Act (Pub L 98 369) and the Federal Acquisition Regulation (FAR) Part 5, Publicizing Contract Actions.  The use of the FSS contracts dramatically reduces procurement lead-time.   FSS National contracts put in place by the Department of Veteran’s Affairs Special Services Office allow any warranted contracting officer to place delivery or task orders against them.

HISTORY / BACKGROUND

(Back to Table of Contents)

On 7 July, 1995, the Air Force and Veterans Administration entered into a service level agreement to provide contracting services for the AFMS.  The intent was to create a cadre of contracting professionals who purchased medical goods and services only.  This is different from other Air Force contracting activities, as the VASS does not procure non-medical requirements.  The first award was made on 26 October 1995 and the first year saw over $11 million in requirements enter the VASS.


Through aggressive marketing and impressive contracting officer performance, the VASS received over $234 million in requirements by EOFY 2002 (an 86% increase of the previous year).  In FY 2002, the average cost savings per customer was over $2,200, practically negating the surcharge for VASS acquisition.  Increased staff, new facilities, and a larger Air Force liaison team have recently bolstered the VASS team.


In FY 2003, the VASS dramatically reinvented itself.  VASS measures of quality began to show a need for improvement.  Turnaround times increased and attention to detail began to slip.  In the FY 2003 restructuring, the VASS standardized processes, increased staffing, stood up a customer service department, and aligned the organization along product lines.  The result is a leaner, more powerful VASS that is able to not only quickly procure customer requirements, but to do so more efficiently and with a lower level of customer effort, as compared to other contracting activities.


Several key purchases made by the VASS contracting office to date include PMI equipment, Y2K Testing\Validation support, AEF support, Elmendorf\Kadena initial outfitting, in-garrsion war reserve material maintenance, facility operation and repair, professional services to support the “Access to Care” initiative, and ATH Technology Insertion.  VASS contracting stands poised to rise to any challenge the AFMS might face.  They are your partner and want to continue to be your contracting office of choice.

The agreement between the VA and AFMS that created the VASS is consistent with the initiatives described in Executive Order 13214 of May 28, 2001, President’s Task force to Improve Health Care Delivery for our Nation’s Veterans.

In keeping with the DVA Office of Acquisition and Materiel Management (OA&MM) vision statement, "Partner with our customers and suppliers," the OA&MM co-located a field office, AFMLO/VASS at Fort Detrick, Maryland.   Through this partnership, the Air Force realizes a faster, smarter way of supplying our medical facilities and realizes substantial cost savings as well.  The AFMLO VASS continues to strive to support our customers to meet the complex and challenging, wartime and peacetime healthcare environment.

AFMLO/VASS AUTHORITY

(Back to Table of Contents)

AFMLO/VASS purchases are made by the Department of Veterans Affairs for the Department of Defense pursuant to and in accordance with the interagency agreement between the Department of Defense and Department of Veterans Affairs, 7 Jun 84 as amended 2 Jun 89.


AFMLO/VASS purchases are made under the authority of a joint agreement between the Air Force Medical Service (AFMS) and the OA&MM, 7 July 1995.  This Memorandum of Agreement (MOA) documents an agreement between the above agencies, pursuant to 5 U.S.C. 7901, Health Service Programs (PL 79-658), the Government Management Reform Act of 1994 (PL 103-356), the Economy Act of 1932 as amended (31 U.S.C. 1535) or in the alternative section 8111 of title 38, United States Code, as amended (38 U.S.C. 8111), and section 1104 of title 10 United States Code, as amended (10 U.S.C. 1104).

AFMLO/VASS serves the AFMS in accordance with the Economy Act under the authority of a blanket determination and finding, signed by HQ USAF Deputy Assistant Secretary (Contracting), Assistant Secretary (Acquisition),  27 February, 2003.  See the AFMLO/VASS Web Site for a copy of the determination and finding letter.


AFMLO/VASS purchases are made in compliance with the FAR and comply with guidance and standards set forth by the Department of Veterans Affairs.  However, AFMLO/VASS services are designed to suit the needs of AFMS customers and standards applicable to the AFMS.

In accordance with AFMAN 23-110, Volume V, Chapter 16, Medical Logistics is the focal point for all contracting activities in the Medical Treatment Facility (MTF).  To this end, all inquiries and communication regarding AFMLO/VASS contracts will be coordinated through the requesting medical logistics activity.  AFMLO/VASS personnel and Air Force Liaisons will contact medical logistics personnel for any issues pertaining to packages submitted by that MTF, regardless of who the end user of the requirement may be.  It is the belief of the AFMLO/VASS contacting activity that process integrity can be enhanced with a working partnership between the contracting office and medical logistics (in their role as contracting functional point of contact for the MTF). 

AFMLO/VASS CONTRACTING TEAM MEMBERS

(Back to Table of Contents)
AFMLO/VASS CUSTOMER SERVICE SECTION:

FOR MOST OF YOUR NEEDS, YOUR FIRST CALL SHOULD BE TO CUSTOMER SERVICE

Ms. Amy Linton, Ms. Faranda Thomas

AFMLO/VASS Customer Service
301-619-7552 or DSN 343-7552 

FAX:  XXX-3613

email:  sgml.vass.customerservice@ft-detrick.af.mil
 AIR FORCE LIAISON OFFICERS:
Lt Col Kevin Pilloud

AFMLO/FOP

301-619-4083 or DSN:  343-4083 

FAX XXX-6842/6844

email:  kevin.pilloud@ft-detrick.af.mil
1st Lt Scott Miller

AFMLO/FOP

301-619-4168 or DSN:  343-4168 

FAX XXX-6842/6844

email:  scott.miller@ft-detrick.af.mil
Procurement Analyst:  Ms Joanne Keyser

AFMLO/FOP

301-619-8077 or DSN: 343-8077

FAX XXX-6842/6844

email:  joanne.keyser@ft-detrick.af.mil
Health Facilities Office Liaison:  Capt Teresa Belcher

AFMLO/FOP

301-619-8073 or DSN: 343-8073

FAX XXX-6842/6844

email: teresa.belcher@ft-detrick.af.mil
VETERANS AFFAIRS SPECIAL SERVICES TEAM LEADER:
Mr. Russell Taylor

AFMLO/VASS

301-619-7552 or DSN 343-7552 

FAX:  XXX-3613

email:  russell.taylor@ft-detrick.af.mil
AFMLO/VASS FINANCIAL/INVOICE SPECIALIST:

Ms. Terri L. Young

301-619-6650 or DSN 343-6650

FAX:  XXX-3613

email:  terri.young@ft-detrick.af.mil
SECURE WEBSITE: https://afml.ft-detrick.af.mil/afmlo/va/Cust.cfm
The above web site is password protected.  Passwords for reviewing contracts can be requested using the above link.  

GETTING STARTED:  SUBMITTING A PACKAGE TO AFMLO/VASS

(Back to Table of Contents)
A. In accordance with AFMAN 23-110, Volume V, Chapter 16, Medical Logistics is the focal point for all contracting activities in the MTF.  To this end, all inquiries and communication regarding AFMLO/VASS contracts will be coordinated through the requesting medical logistics activity.  AFMLO/VASS personnel and Air Force Liaisons will contact medical logistics personnel for any issues pertaining to packages submitted by that MTF, regardless of who the end user of the requirement may be.  It is the belief of the AFMLO/VASS contacting activity that process integrity can be enhanced with a working partnership between the contracting office and medical logistics (in their role as contracting functional point of contact for the MTF). 

B. Air Force activities may use the AFMLO/VASS Contracting Program to procure medical expense and/or investment equipment or systems, supplies, facility maintenance & repair, and services.  Although the program is focused on buying equipment through a Federal Supply Schedule (FSS) or other pre-negotiated Federal contracting vehicles, the Contracting Officers are authorized to also procure open market items. 

C. Requests should be greater than the micro purchase level of $2,500.

a. Some purchases over $2,500 for items listed on a DBPA or other types of federal contracts may be able to be procured locally with your government purchase card.  See your medical logistics flight commander for more information.

D. The Veterans Administration collects a surcharge to recover costs.  AFMLO/VASS surcharges are as follows:

FSS Purchases Using Existing Contracts:
1% or $175, whichever is greater (up to $25,000)
Open Market Purchases:  
2% or $175, whichever is greater (up to $25,000)

· The minimum surcharge is $175

· There is a $25,000 cap on surcharges per purchase
· Surcharges are applied to the total of all line items to include transportation.

E. Requests shall be submitted using the DD Form 448, Military Interdepartmental Purchase Request (MIPR) and companion form DD Form 448-2, Acceptance of MIPR.  All MIPRs shall be designated Category I, Reimbursable.

a. The MIPR is like a check.  The Acceptance of MIPR is like your receipt for your check.  The reason a MIPR must be used versus an AF Form 9 is because your funds are being transferred outside of the Department of Defense to the Department of Veterans Affairs (hence an “Interdepartmental” purchase request).

b. Some activities prepare the Acceptance MIPR for their customers. To preclude administrative errors, the AFMLO/VASS office asks our customers to prepare the Acceptance MIPR.  The customer is in the best position to enter the contact information required on the Acceptance MIPR.

E. A separate DD Form 448 and DD 448-2 shall be submitted for each suggested vendor.  Document numbers that are combined on a single MIPR should list all MIPR numbers clearly in Block 1 of the MIPR. 

Since a MIPR is like a check, you can’t write one check to two different companies.  Each different vendor requires its own MIPR.

F. All requests must be sent directly to the VASS office, collocated with AFMLO at Fort Detrick, Maryland. 

G. For a checklist of what documents to send to the AFMLO/VASS contracting office, see the section: “Package Submittal Matrix”.

H. For tips on how to increase the chances of getting the item you want, see the section: “Getting the Equipment You Want From Contracting”.

I. If your requirement needs to be purchased from a sole source or is urgent, see the section: “Instructions for Completing a Justification and Approval (J&A) for Other Than Full and Open Competition”.

J. OCONUS customers, please see the OCONUS Transportation Notice.

K.
 AFMLO/VASS website:  https://afml.ft-detrick.af.mil/afmlo/va/Cust.cfm  (Some computer configurations will not let you link to the web site from this document.  In that case “copy” and “paste” this web address into your internet browser and press “enter”)

PREPARING YOUR PACKAGE:

INSTRUCTIONS FOR PREPARING A MILITARY INTERDEPARTMENTAL PURCHASE REQUEST (MIPR), DD FORM 448

(Back to Table of Contents)
A. Click here for a sample of a MIPR
B. MIPR COMPLETION INSTRUCTIONS:  Complete the following Blocks as instructed below:


  Block 1:  Page 1 of ___ Fill in

  Block 2:  FSC -  Leave blank

  Block 3:  Control Symbol No. - Leave blank
  
  Block 4:  Date Prepared – Today’s Date



  Block 5:  MIPR Number:

· When 6B funds are used, use the requisition number you created and entered in MEDLOG or DMLSS, (e.g.FM4419-4336-0475) Make sure you place a “N” in the REQ block when creating the ESD.   If you do not place a “N” in the REQ block an electronic duplicate order will go to DSCP.
· When O&M or Other Procurement funds are used (2X or 2F), the MIPR number will be assigned by your RMO or the base level finance office.


 Block 6:  Amendment Number  

· For an original request:  Basic

· For an amendment use sequential numbers, i.e., 1, 2, 3
· Note: Amended MIPR numbers (in block 5) must match the original MIPR number

 Block 7:      TO:
AFMLO/VASS





1423 Sultan Drive, Suite 200





Fort Detrick, MD  21702-5006
Block 8:       FROM: Requesting Agency, name, email address, telephone number and fax.  IMPORTANT:  Enter DSN and commercial phone numbers.  Vendors cannot contact you via DSN.


Block 8 must show the contact information for the person who will receive the MIPR acceptance (DD Form 448-2).  At some MTFs, this is the RMO.  At others, it is Medical Logistics.

If the person identified in Block 8 differs from the point of contact in Medical Logistics, enter a Medical Logistics POC in block 9b.

Medical Logistics has functional area authority for contracting in the MTF.  All communication from the contracting office will be coordinated through Medical Logistics.


Block 9: Items Leave blank

Block 9a: Item No. Number items sequentially

Block 9b: Description- Enter the following information in the order prescribed below: 

· National Stock Number (if applicable) 
· Item Description
· Model number or part number
· Training, installation, manuals, and/or accessories required, list and price as separate line items; a separate requisition number is not required.
· Transportation costs, if any, list and price as separate line item; a separate requisition number is not required.
· VA surcharge as a separate line item
· Suggested Source, citing VA or GSA schedule/contract number, if applicable.
· Ship to address
· Required delivery date (Items without a RDD will be returned)
· Block 9b must also contain the following statement:

"THIS PURCHASE IS BEING MADE BY THE DEPARTMENT OF VETERANS AFFAIRS FOR THE DEPARTMENT OF DEFENSE PURSUANT TO AND IN ACCORDANCE WITH THE INTERAGENCY AGREEMENT BETWEEN THE DEPARTMENT OF DEFENSE AND THE DEPARTMENT OF VETERANS AFFAIRS, 7 JUN 84 AS AMENDED 2 AUG 89."

Block  9c:  Qty-  Enter quantity required.

Block  9d:  Unit Enter EA, SE, KT, etc. as applicable

Block  9e:  Estimated Unit Price.  In MEDLOG or DMLSS, the ESD shall include the surcharge in the total item cost. 
Block 9f:  Estimated Total Price - Quantity X Estimated Unit Price

Block 10:  Attachments - "X" if attachments as described are provided

Block 11:  Grand Total - Enter total price of all line items listed in Block 9d

Block 12:  Transportation Allotment  - Enter only if applicable.

Block 13:  Mail Invoices To  - Enter DFAS address, including phone, fax, and ADSN (Click here to get addresses)
Block 14:  Accounting Classification and Amount - Provide certified fund citation and amount (from block 11).  Ensure the properly-calculated surcharge and any transportation costs are included.  

· Stock funds (6B) may be used, but must be certified by the Medical Logistics Flight Commander or designated representative

· O&M funds (2X) and Other Procurement (2F) funds must be certified by the RMO or base level finance


Block 15:  Authorizing Officer - Typed name and title


Block 16:  Signature - Authorizing Officer's signature


Block 17:  Date - Date of signature by the Authorizing Officer

        C.  Attachments shall be included as required:


For all requirements:

· Vendor quote.

· Market Research with technical description.

· For a full description of exactly what is required for your purchase, see the Package Submittal Matrix.


Additional Requirements:

· Click here for instructions on how to prepare a package that is:

· Urgent

· Sole Source

        D.  Reference:  DFARS 253.208-1, a single MIPR may be prepared with   

              multiple item requests, however, the following restrictions apply:

· There must only be ONE fund cite per MIPR

· There must only be ONE vendor per MIPR

· There must be line item accountability for each item in MEDLOG/DMLSS

· There must be separate NSN, requisition number, and purchase order number for each item in MEDLOG/DMLSS
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          Click Here for your Accounting Disbursing Station Address

            


PREPARING YOUR PACKAGE:

INSTRUCTIONS FOR PREPARING A MILITARY INTERDEPARTMENTAL PURCHASE REQUEST (MIPR) ACCEPTANCE DOCUMENT

(DD FORM 448-2)

(Back to Table of Contents)
A.  When your medical logistics activity submits a procurable package to the AFMLO/VASS contacting office, the fax number indicated in block 8 of the original MIPR will receive a faxed acceptance MIPR for the funds.  The DD Form 448-2 (MIPR Acceptance) is the document that acts as the receipt for the funds.  It is generally faxed back within 5 days of submittal.

B.  Any excess funds will be returned with the same form (usually at the time of award).  Most VASS customers receive some excess funds, mainly due to the purchasing power of VASS buyers.  In fact, the average amount of returned funds for VASS customers in FY 2002 was over $2400.00 per MIPR.  MTF Contract Administrators are reminded to monitor the amount of available funds left on service contracts.  This way, as the fiscal year draws on, contract administrators may request funds to be returned in time to use during that fiscal year.

C.  Some activities prepare the Acceptance MIPR for their customers. To preclude administrative errors, the AFMLO/VASS office asks our customers to prepare the Acceptance MIPR.  The customer is in the best position to enter the contact information required on the Acceptance MIPR.
Click here for a sample of a MIPR Acceptance
Block 1:  Ship to Address - Fill in

Block 2:  MIPR Number - Same as in Block 5 of the DD Form 448


Block 3:  Amendment No.  - Same as in Block 6 of the DD Form 448


Block 4:  Date - Same as in Block 17 of the DD Form 448

Block 5:  Amount - Same as in Block 11 of the DD Form 448
Block 6:  Check Block a., all items will be provided through reimbursement (Category I)

Block 7:  N/A

Block 8:  Category I  - Always use Category I for reimbursable orders.  


Block 8a:  Item No.  - Same as in Block 9a of the DD Form 448

Block 8b:  Quantity - Same as in Block 9c of the DD Form 448

Block 8c:  Estimated Price - Same as in Block 9f of the DD Form 448



Block 8d:  Total estimated price - Same as in Block 11 of the DD Form 448


Block 11:  Grand Total Estimated Price of All Items - Same as Block 11 of the DD Form 448

Block 14:  Accepting Activity      Enter:




AFMLO/VASS




1423 Sultan Drive, Suite 200




Fort Detrick, MD  21702-5006


Note:  Excess funds will be returned with this form.













     

       Sample 448-2













  

MEDLOG/DMLSS AND ACCOUNTING AND FINANCE INFORMATION

(Back to Table of Contents)
A. When the VASS makes a purchase for you, it is initially paid for with the Veterans Administration’s revolving fund, much like you do when you buy something for your customers at your medical logistics account.  When the vendor delivers your item and you forward your receiving report to the VASS, your MIPR (like a check) is “cashed” to replenish the VA’s revolving fund.  The interface the VA uses with DFAS is identical to any commercial vendor’s interface.  In other words, as far as DFAS is concerned, VASS is a vendor.  In this regard, the VASS should be loaded into your local accounting and finance system as a vendor.

B. Who loads the VASS into your accounting and finance office’s system?  Your local accounting and finance office will do it, but only if you ask them.  It must be done only once.  After VASS is loaded in their system, your job is done.  All you need to do is communicate to the accounting and finance office that you want VASS loaded.  Here is a sample and instructions for a memo from you to your accounting and finance office.  Here are the instructions to load the VASS as a vendor.  REMEMBER:  This only needs to be done once.

C. PS&M = G0

D. RID = OGR

· Establish a vendor file with Accounting and Finance using the "RID" OGR

· Sample memo for establishing a vendor file:



· Make sure the ESD has a manually created document/requisition number.  Place an “N” in the REQN block of the ESD.  If you do not place a “N” in the REQN block an electronic duplicate order will go to DSCP

· Use a purchase order (5 digits) of "V(DODAAC)"; e.g. V3047

· Use sequential call numbers (4 digits) for each MIPR; e.g., 0001, 0002, etc.

· Invoice address:  

VA Service and Distribution Center (901A)

P.O. Box 7005

Hines, IL  60141

E. Include 5 digit purchase order number and 4 digit call number in block 9b of the DD Form 448 and Block 13 of the DD Form 448-2.  These numbers are used to match VA invoices with MEDLOG generated IAPS details at finance.

F.  Set up in MEDLOG as follows:

· 6B funds:  reimbursable receipt, reimbursable issue 

· Make sure the ESD has a manually created document/requisition number.  Place a “N” in the REQN block of the ESD.  If you do not place a “N” in the REQN block an electronic duplicate order will go to DSCP

· 2F funds:  reimbursable receipt, non-reimbursable issue 

· 2X funds:  off-line request to be gained upon receipt

MAIL, FAX, EMAIL:  

HOW TO SUBMIT A PROCURABLE PACKAGE

(Back to Table of Contents)
Once your package is complete (See “Package Submittal Matrix” to see if you have all the items you need), your medical logistics activity will review it to see if it is a procurable package and will submit it to the AFMLO/VASS Contracting Office one of three ways:

A. EMAIL (Preferred Method of Submittal):
a. Please email your package to sgml.vass.customerservice@ft-detrick.af.mil
b. When you email a package, be sure to format your documents in Microsoft Word or Excel.  For scanned images, submit as TIFF, JPEG, or Adobe Acrobat (PDF) File.
B. FAX:  

a. Commercial - 301-619-3613

b. DSN: 343-3613

C.  MAIL:

a. For bulky MIPR packages, always mail to the following address:

AFMLO/VASS




1423 Sultan Drive, Suite 200




Fort Detrick, MD  21702-5006

HOW LONG WILL IT TAKE TO RECEIVE MY EQUIPMENT ONCE I SUBMIT MY PACKAGE?

(Back to Table of Contents)
A. No package will be processed until the VASS receives a complete procurable package.  A procurable package contains all items listed in the Package Submittal Matrix.  Submission of a package that is not procurable is the number one cause of prolonged contracting lead time.

B. The AFMLO/VASS procurement action lead time (PALT) is measured from the time a procurable package arrives to the time a contract is awarded.  PALT can be affected by several factors:

· Time of year (Don’t wait for the EOFY rush.  EOFY packages take longer to award because of the volume of requests at the end of September)

· Dollar value of the requirement (Items over $25,000 have strict rules about how long a solicitation should be advertised.  Longer advertisement time means longer PALT).

· Availability of the requested item on an existing contract (FSS and VA contracts afford streamlined ordering procedures)

· Complexity of the requirement (When advertised, vendors may ask questions or seek clarification about your needs.  This could increase PALT).

· Completeness of your package (If the contracting office must ask for more detail, money, or documentation, PALT will increase).

C. Once a contract is awarded, PALT is over and the vendor requires time to manufacture and deliver your requirement.  This time varies, but for equipment is generally 30 days.  For services, delivery time varies widely, depending on the type of service.  Delivery time counts the time it takes from the date of contract award to the date a government agent signs for the item.  For OCONUS customers, see the section on OCONUS transportation.

D. For professional services, the time it takes to actually hire a person to work in your facility depends on your geographic region and local market for the discipline you are hiring.  Some positions could take months to hire; some could take hours.  It is important to work closely with the contractor to monitor progress toward successfully placing a person in your facility.  If the timeline exceeds that which was agreed upon between the contractor and AFMLO/VASS, contact the customer service section.

WHAT HAPPENS TO MY PACKAGE AFTER THE CONTRACTING OFFICE ACCEPTS IT?

(Back to Table of Contents)
A. When your package is received at the AFMLO/VASS contracting office, it is reviewed to determine if it is a procurable package (consistent with requirements in the Package Submittal Matrix).  If more information is needed, you will be contacted.  PALT time will not begin until your package is procurable.

· The customer service section may contact you for clarification or information.  They can also help you with :

i. Training you on contracting issues

ii. Templates, formats, and examples to help you “cut and paste” your way to swift package completion

iii. MIPR acceptances

iv. Status of your pending orders

B. Your package will be placed in the queue based on its priority.  

· Urgent requirements will be placed ahead of all other requests.  You do NOT need a Sole Source Justification & Authorization (J&A) for Unusual and Compelling Urgency to obtain items/services quickly.  All you need to provide is a Letter explaining the urgency of the procurement requested.  You must also provide suggested sources and your Market Research data.  Providing this data, helps your Buyer complete your contract quickly. Packages with no required delivery date will be returned as incomplete.  
C. Packages with no required delivery date will be returned as incomplete.

D. Your request will be assigned to a procurement team.  Teams are based on the type of purchase (i.e., service, facilities, equipment, simplified acquisition).  The team will contact you if there are any clarifications or information they need as the solicitation, negotiation, and award phases proceed.

E. To check status on your request, subscribe to the “VA Order Status” list server message on the AFMLO web site.  You will be emailed status approximately once each week.

F. Once the buy is complete, the vendor and customer will receive a copy of the contract award document (SF Form 1449).  Your SF 449 will be emailed or faxed to the same person the MIPR acceptance was faxed to (the person listed in block 8 of the original MIPR).

G. Your SF 1449 will list an estimated delivery date.  If your item isn’t delivered on or about that date, contact the customer service team.

RECEIVING INSTRUCTIONS

(INSPECT; INSURE VENDOR PAYMENT)

(Back to Table of Contents)
A.  On receipt, inspection and acceptance of the order, the receiving activity shall promptly submit a Receiving Report to the AFMLO/VASS Contracting Office to prevent assessment of interest charges due to late payments.  Receiving Report may be submitted the same way the original package was submitted.  Click here for submittal instructions.

Receiving Reports may be prepared by using the following:

· DD Form 250, Receiving Report (Click for a Sample)
or

· Standard Form 1449 (Provided by Contracting Office)

· Complete Blocks 21a and 21b, and 22

· Note:  Block 22 requires an actual date of receipt; not “today” or blank

· Commonly known as “purchase order, delivery order, or task order”

All Receiving Reports shall provide name, duty title, signature block, address, and telephone number.  This information is required by DFAS.

B. Process receipt in MEDLOG/DMLSS for 6B funds and 2F funds

DD Form 250




Sample DD Form 250

OCONUS CUSTOMERS:  TRANSPORTATION NOTICE

(Back to Table of Contents)
A. Shipments to OCONUS customers are normally shipped to a Consolidation and Containerization Point (CCP) ,i.e. New Cumberland, PA or Tracy, CA.  Once OCONUS shipments are received at the CCP, shipment to the final destination can take as long as 60 days.  In other words, the pipeline time from request to final delivery will be much longer than contracting for equipment shipped to a CONUS location.  If you can’t wait 60 days for your shipment, we suggest you request direct shipment.

· HINT:  The required delivery date on your MIPR should increase the chances of receiving your item when you need it.  Absence of a RDD means that your shipment will show up at the CCP’s convenience….and it is rarely convenient.  Be sure to allow for shipping time in your RDD.

· HINT:  Once you receive your SF 1449 (after the delivery order is awarded), make note of the projected delivery date.  If your item is not delivered within 30 days after that date, contact the AFMLO/VASS Liaison to help inquire about your item’s status.  If it is lost or frustrated, you will be asked to complete a SF364, Supply Discrepancy Report, formerly Report of Discrepancy (ROD), and send it to the CCP.  If you do not receive a reply to your SDR from the CCP in 75 days, please initiate follow-up action.  If a reply is not received after 15 days, contact the AFMLO/VASS Liason. 

B. Once your equipment is received at the CCP and signed for by a government employee, the government accepted responsibility for that shipment.  The vendor is entitled to payment, even though your equipment was not received at the OCONUS location.  This is because most shipment occurs “FOB destination”.  FOB means free on board.  This term is used in conjunction with a physical point to determine the responsibility and basis for payment of freight charges and the point at which title for goods passes to the buyer or consignee.  The term “consignee” is an important point because it could mean a government address, such as your base, base supply office, or port of debarkation.  This means that it is the vendor’s responsibility to get the equipment only to the “ship to” address.  Once the government takes possession, the cost of shipment and risk of loss are no longer borne by the vendor.  The CCP is the “ship to” address and the OCONUS medical logistics account is the “mark for” address.  

· If your shipment is misdirected, lost, or frustrated, you will be asked to complete a SF364, Supply Discrepancy Report, formerly Report of Discrepancy (ROD), and send it to the CCP.  If you do not receive a reply to your SDR from the CCP in 75 days, please initiate follow-up action.  If a reply is not received after 15 days, contact the AFMLO/VASS Liason.
C. OCONUS customers have the option for direct delivery.  To coordinate a shipment via commercial carrier, contact the AFMLO/VASS liaison.  NOTE:  Customers will be wholly responsible for any overseas freight charges when using a commercial carrier in lieu of the CCP.

 AFMLO/VASS
Package Submittal Matrix
(For explanation of terms, refer to the Glossary)
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	Type of Purchase
	Requestor Action

	
	Step 1:

AFMLO Review
	Step 2:

Submit
	Step 3:

Procure
	Step 4:

Receive
	Step 5:

Accept

	
	If a requirement is urgent or has a sole source requirement, justification is required.  Click here for instructions.
	
	
	

	Non-Personal Services - Existing Contract (FSS, GSA Schedule, etc.)
	Performance Work Statement (PWS) review by AFMLO/VASS liaison (IAW AFI 63-124)
	MIPR, Acceptance MIPR, PWS, vendor quote, and market research
	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 delivery order.

If your request is not received by that date, contact the Customer Service Section
If the vendor calls you and asks to delay the delivery date, contact the Customer Service Section
	COTR provides oversight per the QASP.  Unresolved problems are elevated to contracting officer

	Non-Personal Services - Open Market
	
	
	
	
	

	Facility

Services - Existing Contract (FSS, GSA Schedule, etc.)
	Statement of Work (SOW) review by AFMLO/VASS HFO liaison
	MIPR, Acceptance MIPR, SOW, vendor quote, and market research
	
	
	Requestor monitors quality of service against SOW requirements.  Unresolved problems are elevated to contracting officer

	Facility

Services - Open Market
	
	
	
	
	

	Equipment / Supplies – 

Existing Contract (DBPA, FSS, GSA Schedule, etc.)
	No AFMLO review necessary
	MIPR, Acceptance MIPR, vendor quote, and market research
	
	
	Requestor compares product to description on contract or delivery order.  Unresolved problems are elevated to contracting officer

	Equipment / Supplies – 

Open Market
	
	
	
	
	


NOTE:  Before submittal to any contracting office, all packages must be reviewed by your servicing medical logistics activity (IAW AFMAN 23-110, Vol V, Chap 16).

AFMLO/VASS 

Package Submittal Glossary
Brand Name or Equal – A way of describing the characteristics of a desired item using performance specifications.  This approach is preferred to encourage offerors to propose innovative solutions that meet your needs.  Brand name or equal purchase descriptions must include, in addition to the brand name, a general description of those salient physical, functional, or performance characteristics of the brand name item that an "equal" item must meet to be acceptable for award. (Example:  Saying “just like brand X” is not acceptable)  Use brand name or equal descriptions when the salient characteristics are firm requirements.  This is customarily used to convey a reason to purchase your requirement.  It is NOT used to procure an item on a sole source basis unless a justification for other than full and open competition is provided.
· Please note that the FAR says “brand name OR EQUAL”.  In other words, there is NO guarantee that you will get the exact brand every time (but you could get another item that is equal to the characteristics you described).  The trick is for you to describe the characteristics in a way that will fully describe your need.  Acceptable reasons for “brand name or equal” include (but are not limited to): item is part of a larger assembly requiring exacting specifications, warranty service, or regional standardization.   Items that are for patient movement that have met a technical evaluation board and have been approved for standardization are acceptable rationale for brand name or equal.  Offer what market research or clinical guidelines led to the requirement for a brand name or equal item. If the item is included in an allowance standard for War Reserve Materiel (WRM), cite the allowance standard, required manufacturer and part number, and stock number for this item.  NOTE FOR WRM PURCHASES:  The Defense Logistics Agency is your primary source for WRM equipment.  Be sure to determine availability from a DLA item manager before contracting for WRM equipment.  If DLA cannot meet your timelines for WRM equipment, your urgency may be further justification for other than full and open competition.  See your Medical Logistics Flight Commander for more details.

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

Delivery Order or Task Order – This is not a contract.  A delivery order or task order is a contract document for a specific purchase against an existing contract.  This document (SF Form 1449) says that a purchase was made in compliance with the terms of the contract it refers to.

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 with a pre-negotiated vehicle to place either a Delivery Order or Task Order a purchase order against.  VASS may only place Delivery or Task Orders against existing contracts which specifically authorize VASS to use them.  Most contracts awarded by DLA do not grant VASS this authority.  There are other examples of Existing Contracts, but these are the most common to Air Force medics.  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 days to weeks (depending on contract dollar amount) 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.  Also known as Quality Assurance Evaluator (QAE)

Federal Acquisition Regulation (FAR) – The FAR (which weighs in at almost 2000 pages) provides uniform policies and procedures for acquisitions conducted by 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 supplemented for the Air Force through the Defense Federal Acquisition Regulation Supplements (DFAR) and the Air Force Acquisition Regulation Supplements (AFAR).

Independent Government Cost Estimate (IGCE) – Needed when submitting some statements of work or performance work statements.  Talk to the customer service section to determine if your requirement needs an IGCE.  Basically, an IGCE is an estimate produced by a government employee that will be used for comparative purposes when bids come in from vendors.  Common types of contracts requiring an IGCE are construction and maintenance, some professional services, and contracts that encompass entire programs (such as an emergency room or a dental clinic).
Market Research –Collecting and analyzing information about capabilities within the market to satisfy agency needs.  Examples of market research include a description of one or more examples of the product you are looking for.   This can be in the form of quotes from a vendor, commercial catalog listings, web site quotations, or comparative research done on similar items.  The more market research data you provide, the better.  Several quotes give the contracting officer an idea if the vendor has a competitive.  NOTE:  Don’t forget to have shipping and/or installation included in your quotes!   Any market research should be accompanied by a technical description written by someone in the government (usually the requestor).  The idea is to give the contracting officer a complete idea of what is commercially available and what you want them to buy for you.  Your technical description should enable the purchaser to shop for like items.  The literature should be technical in nature and not a sales advertisement.  The more you can describe the salient technical characteristics, the easier your item can be advertised in a fair and open competition among vendors.  (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% (whichever is greater) of purchase price for purchases on existing contract / 2% (whichever is greater) of the purchase price for requests on open market.  The maximum surcharge for any purchase is $25,000.

The MIPR is like a check.  The Acceptance of MIPR is like your receipt for your check.  The reason a MIPR must be used versus an AF Form 9 is because your funds are being transferred outside of the Department of Defense to the Department of Veterans Affairs (hence an “Interdepartmental” purchase request)

Non-Personal Service – 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.

Other Than Full and Open Competition – In accordance with the Competition in Contracting Act, it is the policy of the Government that all procurements shall be competed to the maximum extent possible and practicable.  Contracting without providing for full and open competition is a violation of statute, unless permitted by one of the following 7 exceptions found in the Federal Acquisition Regulation Subpart 6.302:

a.  Only one responsible source is available and no other type of supplies or services will satisfy agency requirements.  See “Sole Source”
b. There is unusual and compelling urgency that the Government would be seriously injured unless permitted to limit the number of sources.

c. A particular source is necessary to maintain a facility, produce, manufacture or supply in case of industrial mobilization or national emergency; or to establish or maintain essential research development or engineering capabilities provided by a non-profit or educational institution or federally funded R&D center.

d. Competition is precluded by terms of an international agreement or treaty.

e. Sole source procurement is authorized or required by statute from another agency or from a specified source.

f. Needs would compromise national security.

g. The agency head (i.e., Secretary of the Air Force) determines that full and open competition is not in the public interest.

Performance Work Statement (PWS) and Statement of Work or Scope of Work (for construction) (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 offeror 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. 

Procurement Action Lead Time (PALT) – The time that elapses from the time a procurable package is accepted at the contracting office to the time a contract is awarded.

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.  A quote must be in writing and from the vendor, not the customer.  Be sure that the quote reflects how shipping costs will be paid for.  Contracting officers must determine what is a fair and reasonable price.  Your quote will act as a baseline for this determination.  Your quote tells the purchaser what you believe to be a fair price.   This is no different than when a supply custodian supplies medical logistics with a vendor quote with a local purchase request.   (See “Market Research”)

Shipping Costs – Usually stated on a vendor quote as “FOB Origin” (Government pays for shipping), “FOB Destination” (Vendor pays for shipping), or “Prepaid and Added to Invoice” (Vendor pays for shipping and invoices the government after the fact).  When at all possible, demand that the vendor quote the price for “FOB Destination”.  That way, the government is not responsible for the item until it is signed for by a government agent.  Other shipping arrangements will cause added cost and surcharges, resulting in the need for amended MIPRs and a longer PALT.
Sole Source – A way of describing how no other responsible source exists to provide your requirement.  This is customarily used to convey a reason to purchase your requirement through other than full and open competition.  Specifically, “sole source” means that there is no other provider of your requirement that can fill your needs.  This justification explains why no other vendor anywhere can supply your item or service and still meet your needs.  Your rationale for barring other vendors is crucial to your justification.  You could cite a statutory reason for a sole source.  If your rationale for a sole source purchase was determined locally, offer an explanation of the source selection process you went through to determine your sole source requirement.  Unacceptable reasons include (but are not limited to) personal taste, good relationship with existing vendor, or one’s comfort level with a particular vendor.

TIPS, REMINDERS AND HINTS:

GETTING THE EQUIPMENT YOU WANT FROM CONTRACTING
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1. Determine if the equipment is available on Federal Supply Schedule, Department of Veteran's Affairs contracts, Decentralized Blanket Purchase Agreement, or another type of government wide agency contract.  These contract vehicles have been previously competed and offer substantial cost savings.

2. Request a written quote from the vendor(s).  Ask for government pricing.  If you obtain more than one quote, send them all with your package (note your preferred source).  The quote should be produced by the vendor, not the customer, and include:

· contract number (if on contract)

· price of the equipment

· installation cost

· trade-in discount

· approximate shipping cost (expressed as “not to exceed $xx.xx”)

· warranty information

3. Fully complete the DD Form 448 (MIPR) and DD From 448-2 (Acceptance) to include the following information on your MIPR, DD Form  448:

· POC name, FAX number, DSN and Commercial phone number, and e-mail address

· Provide a Medical Logistics POC, if not listed in block 8 of the MIPR

· electrical requirements, particularly for OCONUS/Overseas activities

· trade-in model and serial numbers

· special shipping instructions

· vendor name, phone number, and FAX number

4. Provide the following attachments as necessary:

· Justification and approval (J&A) letter for requirements that need to be procured without fair and open competition

· Market Research data.  If other models have been considered, provide maker, model, pricing and quote (if available)

5. Communicate with your contracting office

· Communicate your required delivery date

· Communicate any special requirements you may have

· Communicate when you have any questions or if something does not go the way you expected.

6. SERVICE CONTRACTS:

· If you desire options on your contract, make sure your PWS or SOW says so.

· If applicable, list any government furnished material or equipment

· If applicable, provide an independent government cost estimate (IGCE)

Accounting Disbursing Station Numbers (ADSN)
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To Return to Instructions, Click Here.
To Return to Sample DD Form 448, Click Here.
INSTRUCTIONS:  Enter the appropriate ADSN address in block 13 of your DD Form 448.

DFAS-DY/BVFA 



503000

1050 Forrer Blvd

Dayton, OH  45420

800-373-3184

Fax:  614-693-0808

DFAS - Honolulu



668300

ATTN:  DFAS-PC/BVFA

Bldg 77, Box 1392, Ford Island

Pearl Harbor, HI  96860-7554

808-472-2430

Fax 808-472-2630

DFAS-LI/BVFA 




667100

3 Arkansas Road

Limestone, ME  04751-1500

800-337-0371

Fax:  207-328-1660

DFAS-OM/BVFA



525700

P.O. Box 7020

Bellevue, NE  68005-1920

800-330-8168

Fax:  402-232-3630

DFAS-OR/BVFA



662400

2500 Leahy Avenue, Bldg 301

Orlando, FL  32893-0100

800-950-9784

Fax:  407-646-4810/4241

DFAS-SA/BVFA




660700

500 McCollough Ave., STE 1

San Antonio, TX   78215-2100

210-671-2311

Fax:  210-527-8131

DFAS-SB/BVFA




672300

111 E. Mill Street

San Bernardino, CA  92408

800-779-1903

Fax:  909-382-3520

DFAS-EU/MFP (USAFE)


678900

Unit 10010, Box 585

APO AE  09094-0585

011-49-631-536-7154/7098

Fax:  011-49-631-98076

DFAS-Japan




668800

Unit 5220

APO AP 96328-5220

011-81-3117-55-4955

Fax:  011-81-3117-55-2503/2504

607 AFS/FVP (Korea)



677800

Unit 2157

APO AP 96278-5127

011-82-333-661-6556

Fax:  011-82-31-661-6771

Instructions for Completing a Justification and Approval (J&A) for Other Than Full and Open Competition
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A justification & approval letter for other than full and open competition (J&A) is required when a requirement is sent to contracting for purchase in a way that does not allow for competition in accordance with the Federal Acquisition Regulation (FAR).  AFMAN 23-110, Volume V, Chapter 16 lists the responsibilities of the Medical Logistics Flight Commander in relation to a J&A:

· Medical logistics will furnish sufficient justification to the contracting office in the form of a Justification and Approval (J&A)

· The J&A will normally be signed by the Medical Logistics Flight Commander as the "Certifying Official", and an authorized representative of the functional area as the "Purchase Request Initiator".  

· The J&A should: 

· Define exclusive features of the desired item or service and why these features are necessary and unattainable from other sources.

· Explain why it would not be practicable to consider other sources.

· Indicate the extent of your research in selecting the sole source.
· State what the impact would be without the use of this particular item or service, such as mission impediment, potential loss of life, decreased critical care response time, etc. 
This package is a collection of sample J&A letters for various reasons that could call for acquisition under the conditions of other than the full and open competition described in the FAR.  The most common J&A letters are for urgency and sole source purchases.  While other contracting activities may have their own format, this package contains the standard format for J&A letters accepted by the AFMLO/VASS contracting office at Fort Detrick, Maryland.  No other formats will be accepted by the AFMLO/VASS contracting office.

INSTRUCTIONS:

1.  Collect your reference documentation.

EQUIPMENT:  During the routing of an equipment request for the ERAA, several reviews were made.  Clinical engineering reviewed the item for it’s technical characteristics and maintenance/installation issues.  The requesting custodian researched different sources and obtained vendor quotes to back up the cost of the item for the ERAA’s review.  Medical logistics reviewed package to see if the item was available through a simplified contracting source such as ECAT or a DBPA.  Have all documentation handy from the work that went into this item.  Don’t repeat your research for this J&A.  The letter should be a collection and synopsis of research already performed.

SERVICES:  Have copies of any quotes received from a vendor to provide the service.  Negative responses are important, too.  A vendor’s inability to provide a quote for a service could be a factor in approving a J&A.  The medical logistics flight commander is the functional area chief for contracts for your MTF.  Any performance work statement for services must be reviewed by the MLFC or designee to ensure the PWS meets customer needs (AFMAN 23-110, Vol V, 16.17.4).  This review, and assembly of a procurable package should include any research needed for an approvable J&A letter.  Any statement of work for facility projects should be coordinated with facility management and the HFO or BCE as applicable.  An independent government cost estimate may be required to accompany statements of work.

2.  Choose the appropriate J&A sample from the following pages.  Copy and paste all text for that J&A to your letterhead.
3.  Fill in your information where it says “Click here…”.  For guidance, tips, and rationale, pass your cursor over the highlighted areas for pop-up text.  For example, rest your cursor HERE
.  Microsoft Word XP users will see comments listed on the right side of the screen.

4.  The J&A will normally be signed by the Medical Logistics Flight Commander as the "Certifying Official", and an authorized representative of the functional area as the "Purchase Request Initiator".   Make sure you format the signature block in such a way that the MLFC or designee (usually the NCOIC of contract administration, superintendent, or the materiel manager) has the final certifying signature.  No J&A letters will be processed without a signature from a medical logistics representative.

5.  Fax (or email a scanned image of) your signed letter to the AFMLO/VASS contracting office along with your supporting documentation as described in the AFMLO/VASS Users’ Guide.
EXAMPLES:

INVALID JUSTIFICATIONS:  

"I like this product, it does exactly what I need."

"The vendor is helpful; the company is well known; they provide good service."

"The vendor offered us a very low price."

"The Gadget model 123 manufactured by the ABC Company is made of all stainless steel material and runs at 2000RPM.  It is the choice in our laboratory."  

“This is what I need to get the mission accomplished”

“If we don’t get this, we’ll fail our JCAHO survey”

VALID JUSTIFICATION:  

"Our laboratory is involved in XYZ research and we are working with various acid compounds to determine certain functions.  All samples have to be run at a minimum speed of 1800RPM in order to obtain the results required by the protocol.  The gadget model 123 manufactured by ABC Company is made of all stainless steel material and runs at 2000RPM, and is the only product with these specifications.  

We have evaluated BCA Company, CBA Company, and DEF Company - BCA and CBA also have models that run at 2000RPM, however the interior of their models is not stainless steel - BCA uses a plastic fiber material, and CBA uses aluminum.  The DEF Company uses all stainless steel, however their model is only able to run at 1500RPM.

The above four companies are the only companies who manufacture comparable instruments.  We have consulted the Scientific Guide to Instrument, the Instrument guide for XYZ Technology, and have consulted with several investigators at the California Institute of Cancer Research and the University of New York, both are leading research institutes in the XYZ Technology."  (Matrix included contained the required features, price comparisons of all companies compared.)"

Our unit has a short-notice deployment and the gizmo that should be in our WRM assembly is crucial to operations effectiveness when we arrive in theater and our MAJCOM will not let this item be shortfalled.  DSCP has informed us that their item manager cannot procure the item in time for our deployment.  ESOC and the AFMLOC cannot level the item from other WRM assemblies.  The vendor can deliver in time for our deployment, but it must be purchased in the next three days.

EASY TO JUSTIFY:

· The request is part of a standardized equipment template

· The equipment is specifically required to interface with pre-existing equipment (provide approximate dollar value of existing equipment)

· The equipment is for replacement of an existing piece of equipment and support supplies and spare parts are already stocked

· The equipment is required due to an emergency (be specific)

· Details if other models considered and why they won’t meet your needs

· War Reserve Material that is part of a standard set and has been through an allowance standard development process that included a technical evaluation.

HARD TO JUSTIFY:

· Urgency for furniture

· Sole source for furniture

· Sole source for a commercially available service

· Urgency based on ineffective acquisition planning (end of year panic)

· Sole source for items with a wide range of generic substitutes

· Any J&A without reporting your source selection or pricing research

JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION DUE TO UNUSUAL OR COMPELLING URGENCY
1.  REQUIRING ACTIVITY:  MACROBUTTON Nomacro [Click here and enter your organization's name and address] 

2.  CONTRACTING ACTIVITY:  AFMLO/VASS, Fort Detrick, MD

3.  PROPOSED ACTION
:  Purchase of  MACROBUTTON Nomacro [Click here and enter the nomenclature]
4.  DESCRIPTION OF REQUIREMENT
:  MACROBUTTON Nomacro [Click here and enter MIPR number (example: FM9999-2189-3750)]  MACROBUTTON Nomacro [Click here and provide a description of the purchase to include technical characteristics and estimated cost]
5.  STATUTORY AUTHORITY PERMITTING OTHER THAN FULL AND OPEN COMPETITION
:  FAR 6.302-2, Unusual and Compelling Urgency.

6.  NATURE OF ACQUISITION TO MEET THE AUTHORITY CITED IN PARAGRAPH 5
:  MACROBUTTON Nomacro [Click here and explain why you need this purchase faster than following regulations would allow] 

Suggested Language: 


“The need the item/services identified above is of such an unusual and compelling urgency that the government would be seriously injured unless [your activity] is permitted to limit the number of sources from which it solicits bids or proposals.”

OR


“Time does not permit full and open competition for the required item/services.  Delay in award of this contract will result in serious injury, financial or other, to the government.”
OR


“The serious injury that would result if this item/service is not awarded immediately is [state the injury]”

7.  DESCRIBE THE ACTIONS TAKEN TO CONDUCT ANY MARKET RESEARCH TO LOCATE SOURCES

:  MACROBUTTON Nomacro [Click here and enter a description of your market research] 
8.  CUSTOMER’S SUBMISSION OF PRICE ANALYSIS
:  MACROBUTTON Nomacro [Click here and enter a comparison of the prices from market research]  
9.  ANY ADDITIONAL FACTS SUPPORTING THE USE OF OTHER THAN FULL AND OPEN COMPETITION 
:  MACROBUTTON Nomacro [Click here and enter any additional information.]
10.  LISTING OF ANY SOURCES (IF ANY) THAT HAVE EXPRESSED AN INTEREST IN THIS REQUIREMENT
:

 MACROBUTTON Nomacro [Click here and enter contact info for sources.  If attached, state "see attachment".]
11.  FUTURE ACTIONS TO OVERCOME BARRIER TO FULL AND OPEN COMPETITION
:  Subsequent, non-emergency procurements for these items/services will be advertised IAW FAR Subpart 5 and competed IAW FAR Subpart 6.
12.  This justification is accurate and complete to the best of my belief and knowledge.

 MACROBUTTON Nomacro [Click here and enter your signature block]
Must be signed by Medical Logistics Flight Commander or designee, IAW AFMAN 23-110, Vol V, Chapter 16

JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION DUE TO SOLE SOURCE REQUIREMENT
1.  REQUIRING ACTIVITY:  MACROBUTTON Nomacro [Click here and enter your organization's name and address] 

2.  CONTRACTING ACTIVITY:  AFMLO/VASS, Fort Detrick, MD

3.  PROPOSED ACTION
:  Purchase of  MACROBUTTON Nomacro [Click here and enter the nomenclature]
4.  DESCRIPTION OF REQUIREMENT
:  MACROBUTTON Nomacro [Click here and enter MIPR number (example: FM9999-2189-3750)]  MACROBUTTON Nomacro [Click here and provide a description of the purchase to include technical characteristics and estimated cost] 

5.  STATUTORY AUTHORITY PERMITTING OTHER THAN FULL AND OPEN COMPETITION
:  FAR 6.302-1, Only one responsible source and no other supplies or services will satisfy agency requirements.

6.  NATURE OF ACQUISITION TO MEET THE AUTHORITY CITED IN PARAGRAPH 5
:  MACROBUTTON Nomacro [Click here and explain why only this vendor can provide your requirement] 

7.  DESCRIBE THE ACTIONS TAKEN TO CONDUCT ANY MARKET RESEARCH TO LOCATE SOURCES

:  MACROBUTTON Nomacro [Click here and enter a description of your market research] 
8.  CUSTOMER’S SUBMISSION OF PRICE ANALYSIS
:  MACROBUTTON Nomacro [Click here and enter a comparison of the prices from market research]  
9.  ANY ADDITIONAL INFORMATION FOR SUPPORT OF SUBMISSION
:  MACROBUTTON Nomacro [Click here and enter any additional information.]
10.  LISTING OF ANY SOURCES (IF ANY) THAT HAVE EXPRESSED AN INTEREST IN THIS REQUIREMENT
:

 MACROBUTTON Nomacro [Click here and enter contact info for sources.  If attached, state "see attachment".]
11.  FUTURE ACTIONS TO OVERCOME BARRIER TO FULL AND OPEN COMPETITION
:  Future procurements for these items/services will be advertised IAW FAR Subpart 5 in an attempt to identify additional sources, and if identified, competed IAW FAR Subpart 6. 

12.  This justification is accurate and complete to the best of my belief and knowledge.

 MACROBUTTON Nomacro [Click here and enter your signature block]
Must be signed by Medical Logistics Flight Commander or designee, IAW AFMAN 23-110, Vol V, Chapter 16

AFMLO/VASS


1423 Sultan Drive, Suite 200


Fort Detrick, MD 21702-5006





Same as block 11 of DD Form 448








Same as block 9f of DD Form 448








$10,200.00





Same as block 9a of DD Form 448











Same as block 9c of DD Form 448








Same as block 9a of DD Form 448














AFMLO/VASS


1423 Sultan Drive, Suite 200


Fort Detrick, MD 21702-5006








X





Same as block 6


of DD Form 448





Your Document Number





1.     Enter item description here.  Include NSN, part number, model number, etc.	1          ea              $10,000.00       $10,000.00





2.     Add shipping costs									$   25.00	          $  25.00





3.     Enter Surcharge									$  175.00	          $  175.00				


4.     Suggested Source:


	Bob’s Medical Supply, Inc.


	123 North Avenue


	City, State 12345


	(800)123-4567 (POC: Snuffy Medsurge)





Enter federal contract number, if applicable


If not on a federal contract, enter “Open Market”





5.     Enter any other comments here.  For example:


Provide two copies of service manuals per item


POC listed in block 8 is for DD Form 448-2 routing only.  Medical Logistics


 POC is SSgt Judd Smith, DSN 123-4567, email.address@airforcebase.af.mil





6.     Required Delivery Date








	Ship to:


	FM9999 1234 5678


	1010 MDSS/SGSL


	9876 South Logdog Lane


	Airforcebase AFB, State 12345





	This purchase is being made by the Department of Veterans Affairs


	for the Department of Defense pursuant to and in accordance with


	the interagency agreement between the Department of Defense and


	the Department of Veterans Affairs, 7 Jun 84 as amended 2 Jun 89





999th MDG/SGSL (attn: POC Name Here)


Any AFB, State, 12345


email.address@airforcebase.af.mil


DSN 123-4567  FAX DSN 123-4567   Comm (123) 456-7890








AFMLO/VASS


1423 Sultan Drive, Suite 200


Fort Detrick, MD 21702-5006








$10,200.00





97X4930.FDUB            6B           74 FM9999                                                                                                      65400              $10,200.00








Joe Flightcommander, Capt, USAF, MSC								Today’s Date








Enter only if applicable








Enter your Accounting Disbursing Station Address Here








Fill


In





Today’s Date





Same as block 5 of DD Form 448





Same as block 17 of DD Form 448           Same as Block 11 of DD Form 448





Same as block 8 of DD Form 448








Leave this section blank





VENDOR FILE ADD/CHANGE/DELETE NOTIFICATION


(FOR INTEGRATED ACCOUNT PAYABLE SYSTEM)





SRAN: __________________ RID: OGR


NAME: VA Service and Distribution Center (901A)


ADDR: P.O. Box 7005


CITY: Hines


STATE/COUNTRY: IL ZIP CODE: 60141


ADD:  XX  CHANGE: ______ DELETE: ______





97X4930.FDUB            6B           74 FM9999                                                                                                      65400              $10,200.00











Enter only if applicable








Enter your Accounting Disbursing Station Address Here








Fill


In





Same as block 11 of DD Form 448








FILL OUT


THIS AREA
































VENDOR FILE ADD/CHANGE/DELETE NOTIFICATION


(FOR INTEGRATED ACCOUNT PAYABLE SYSTEM)





SRAN: __________________ RID: OGR


NAME: VA Service and Distribution Center (901A)


ADDR: P.O. Box 7005


CITY: Hines


STATE/COUNTRY: IL ZIP CODE: 60141


ADD:  XX  CHANGE: ______ DELETE: ______





Same as block 8 of DD Form 448








Same as block 17 of DD Form 448           Same as Block 11 of DD Form 448





Same as block 6


of DD Form 448











X








Same as block 9c of DD Form 448








Same as block 9f of DD Form 448








Same as block 11 of DD Form 448








AFMLO/VASS


1423 Sultan Drive, Suite 200


Fort Detrick, MD 21702-5006





Leave this section blank





Today’s Date





Your Document Number





1.     Enter item description here.  Include NSN, part number, model number, etc.	1          ea              $10,000.00       $10,000.00





2.     Add shipping costs									$   25.00	          $  25.00





3.     Enter Surcharge									$  175.00	          $  175.00				


4.     Suggested Source:


	Bob’s Medical Supply, Inc.


	123 North Avenue


	City, State 12345


	(800)123-4567 (POC: Snuffy Medsurge)





Enter federal contract number, if applicable


If not on a federal contract, enter “Open Market”





5.     Enter any other comments here.  For example:


Provide two copies of service manuals per item


POC listed in block 8 is for DD Form 448-2 routing only.  Medical Logistics


 POC is SSgt Judd Smith, DSN 123-4567, email.address@airforcebase.af.mil





6.     Required Delivery Date








	Ship to:


	FM9999 1234 5678


	1010 MDSS/SGSL


	9876 South Logdog Lane


	Airforcebase AFB, State 12345





	This purchase is being made by the Department of Veterans Affairs


	for the Department of Defense pursuant to and in accordance with


	the interagency agreement between the Department of Defense and


	the Department of Veterans Affairs, 7 Jun 84 as amended 2 Jun 89





999th MDG/SGSL (attn: POC Name Here)


Any AFB, State, 12345


email.address@airforcebase.af.mil


DSN 123-4567  FAX DSN 123-4567   Comm (123) 456-7890









































Same as block 5 of DD Form 448
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When you place your cursor over a highlighted field like this, you will be able to read comments pertinent to the highlighted text.  When you print your document, the highlighted areas and the comments will NOT show up on your paper.


�PAGE \# "'Page: '#'�'"  �Page: 12���


For a basic MIPR, enter "Basic"





For an amended MIPR, enter the number of this amendment.


NOTE:  Amendment's MIPR Number must match the Basic MIPR Number.
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Block 8 must show the contact information for the person who will receive the MIPR acceptance (DD Form 448-2).  At some MTFs, this is the RMO.  At others, it is Medical Logistics.





If the person identified in Block 8 differs from the point of contact in Medical Logistics, enter a Medical Logistics POC in block 9b.
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SURCHARGES:   FSS Purchases:  1% or $175, whichever is more (up to $25,000)……………Open Market Purchases:  2% or $175, whichever is more (up to $25,000)…………..* The minimum surcharge is $175…………….* There is a $25,000 cap on surcharges per purchase…………..* Surcharges are applied to the total of all line items to include transportation.
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Only one source of supply per MIPR….(A MIPR is a funds transfer document.  Only one payee can exist on each MIPR)
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The number on the DD Form 448-2 MUST match the number on the originating DD Form 448.  For a basic MIPR, enter "Basic"





For an amended MIPR, enter the number of this amendment.


NOTE:  Amendment's MIPR Number must match the Basic MIPR Number
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This amount MUST match the amount in Block 11 of the DD Form 448.
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When you place your cursor over a highlighted field like this, you will be able to read comments pertinent to the highlighted text.  When you print your document, the highlighted areas and the comments will NOT show up on your paper.
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Enter the nature and/or description of the procurement action contemplated.  E.g.:  “Sole Source procurement of defibrillators for EMEDS”.  A more full description goes in paragraph 4.
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Supplies/Equipment: Technical Characteristics can include, but are not limited to model, make, part number, color, size, quantity, delivery date, etc.  Services: Refer to the statement of work, statement of objective, or performance work statement for your description.
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This is a reference to the part of the Federal Acquisition Regulation that allows an item to be purchased without being fully competed.  This statement serves as a point of reference in case the justification is questioned.  In this case, it would be reviewed for its relativity to this part of the Federal Acquisition Regulation.
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This is where you explain why your need is such an unusual and compelling  urgency that the government would be seriously injuring unless your activity is permitted to limit the number of sources from which it solicits or bids proposals.  Be sure to include the delivery date required.   Acceptable reasons for urgency would include those related to negative impact on healthcare delivery, readiness, or financial injury to the government.  Be sure to explain the impact of not having delivery by the required date.  The point here is to quantify injury to the government.  For example, if a condition exists that creates a violation of a standard (i.e., safety, JCAHO), what steps have been taken to mitigate the violation until this item/service arrives at your unit?  What is the cost of the interim measure?  Is that cost (money, manpower, safety) an injury to the government?  If so, how?
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This justification is for urgency.  If you have researched other vendors, state the results of that research.  Focus on the similarities and differences in vendors for the product/service that you are aware of that could assist or prevent the purchaser in obtaining the best value for you.  Be sure to name the vendors.  This section will help the purchaser decide which vendors are able to supply your requirement.  If you did not complete any research of sources, state the following in this section: DUE TO THE URGENT NATURE OF THIS PROCUREMENT, NO RESEARCH WAS CONDUCTED.  VENDOR WAS NOTIFIED THAT THIS WAS AN URGENT MILITARY REQUIREMENT AND ASKED TO PROVIDE BEST-CUSTOMER PRICING”.
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Describe the similarities and differences in vendors for the product that you are aware of that could assist or prevent the purchaser from obtaining the best value for you. Be sure to name the vendors.  This section will help the purchaser decide which vendors are available to purchase this item from.   If market research was not conducted, state it AND the reason that there was no market research.
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This section is mandatory.  Do not leave this section blank.  If you attempted to locate sources, certainly obtaining pricing was part of that search.  As a result of this, the source you recommended in paragraph 8 is what you believe to be the source of best value.  In this paragraph, explain the pricing provided from all vendors in your source selection.  You may include this information in paragraph 8 if you wish, but state “see pricing analysis in paragraph 8” here.  Additionally, you may have a price analysis on a separate document.  If so, attach the document and state “see attachment”.  HOW TO FORMAT A PRICE ANALYSIS:  The purchasing agent is looking for comparative data, if available.  Use prices from your market research or from previous purchases.  If one vendor offers “freebies”, such as trade-in, quantity discount, or free delivery, mention it here, as it will impact the delivered price
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You may use this section to provide any further date that may make the purchase process run more smoothly.  Examples may be further urgency rationale or relevance to standards, laws, or risk.  If you attached any supporting documentation, mention it here.
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Enter or attach contact information for sources you cited in the description of your source selection.
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This section fulfills the legal requirement to affirm that this emergency is an anomaly and that action will be taken in the future to avoid an emergency.  The reason this is needed is to describe how the government will make an effort in the future to fully comply with standard acquisition practices and not resort to emergent buys to circumvent the FAR.  By signing this, you are telling the contracting officer that you acknowledge your responsibility to adequately plan for future purchases in such a way that avoids urgency.
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The J&A will normally be signed by the Medical Logistics Flight Commander as the "Certifying Official", and an authorized representative of the functional area as the "Purchase Request Initiator".   Make sure you format the signature block in such a way that the MLFC or designee (usually the NCOIC of contract administration, superintendent, or the materiel manager) has the final certifying signature.  No J&A letters will be processed without a signature from a medical logistics representative.
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Enter the nature and/or description of the procurement action contemplated.  E.g.:  “Sole Source procurement of defibrillators for EMEDS”
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Supplies/Equipment: Technical Characteristics can include, but are not limited to model, make, part number, color, size, quantity, delivery date, etc.  Services: Refer to the statement of work, statement of objective, or performance work statement for your description.
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This is a reference to the part of the Federal Acquisition Regulation that allows an item to be purchased without being fully competed.  This statement serves as a point of reference in case the justification is questioned.  In this case, it would be reviewed for its relativity to this part of the Federal Acquisition Regulation.
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Describe the minimum salient characteristics that will meet your needs.  This is the area where you explain why no other vendor anywhere can supply this requirement for you.  Acceptable reasons for “sole source” include (but are not limited to): bound by contract, technical order specification, warranty service, or regional standardization.  If the reason for sole source is determined locally, offer what market research or clinical guidelines led to the decision. If this item is included in an allowance standard for War Reserve Materiel (WRM), cite the allowance standard, required source, and stock number for this item.  NOTE FOR WRM PURCHASES:  The Defense Logistics Agency is your primary source for WRM equipment.  Be sure to determine availability from a DLA item manager before contracting for WRM equipment.  If DLA cannot meet your timelines for WRM equipment, your urgency may be further justification for other than full and open competition.  See your Medical Logistics Flight Commander for more details.
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This justification is for why no other vendor anywhere can supply your item or service and still meet your needs.  Your rationale for barring other vendors is crucial to your justification.  If you already cited the statutory reason for a sole source, state, “see paragraph 7”.  If your rationale for a sole source purchase was determined locally, offer an explanation of the source selection process you went through to determine your sole source requirement.  Unacceptable reasons include (but are not limited to) personal taste, good relationship with existing vendor, or one’s comfort level with a particular vendor.
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Describe the similarities and differences in vendors for the product that you are aware of that could assist or prevent the purchaser from obtaining the best value for you. Be sure to name the vendors.  This section will help the purchaser decide which vendors are available to purchase this item from.   If market research was not conducted, state it AND the reason that there was no market research.
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This section is mandatory.  Do not leave this section blank.  Even though this must be purchased from only one source, you must still obtain a quote from the vendor for this purchase.  This way you are able to verify added costs for delivery, your geographic region, or installation.  Cite the pricing here.  If you purchased this item before, compare this price to what you paid last time.  Cite this here as well.
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You may use this section to provide any further date that may make the purchase process run more smoothly.  Examples may be further source selection rationale or relevance to standards, laws, or risk.  If you attached any supporting documentation, mention it here.
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Enter or attach contact information for sources you cited in the description of your source selection.  If sole source by statute, regulation, or standard, list contact information for that source here.
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This section fulfills the legal requirement to affirm that the selection of a singular source for this requirement is an anomaly and that action will be taken in the future to ensure full competition in the future.  The reason this is needed is to describe how the government will make an effort in the future to fully comply with standard acquisition practices and not resort to creating unnecessary partnerships with few vendors at the risk barring full competition to circumvent the FAR.  By signing this, you are telling the contracting officer to avoid the processes that assure best value and fairness in this acquisition.  If the reason for sole source purchase is because of statute, standard, or regulation, enter “THE SOURCE FOR THIS PURCHASE IS REQUIRED IAW [cite the standard here].
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The J&A will normally be signed by the Medical Logistics Flight Commander as the "Certifying Official", and an authorized representative of the functional area as the "Purchase Request Initiator".   Make sure you format the signature block in such a way that the MLFC or designee (usually the NCOIC of contract administration, superintendent, or the materiel manager) has the final certifying signature.  No J&A letters will be processed without a signature from a medical logistics representative.
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