    DSS-A Customer Documentation Requirements Matrix (a/o June 16, 2003)

	Assistance available upon request and Samples can be viewed on the following web-site:  

www.dla.mil/dss/dss-oc/documents.asp
Document*
	(See Note 1)

Micro Purchase (<$2.5k)
	Simplified Acquisition Procedure (SAP) 

($2,501-$100k)*
	GSA Schedule and BPA’S
	Delivery Orders Placed Against

Existing Contracts
	New Contracts

(>$100k)**

	Activity Request Number (ARN)
This consists of the activity/calendar year/Julian Date/Sequence Number; i.e., J6303184001)
	Yes
	Yes
	Yes
	Yes
	Yes

	Independent Government Cost Estimate 
 (Mandatory for ALL SERVICES requirements.  Rationale required.)
	No
	Yes


	Yes 
	Yes 
	Yes 

	Market Research / Market Survey

	No
	Yes

(Must include small businesses/ manufacturers)
	Yes

See Note 2

See Note 5
	Yes

See Note 2
	Yes

See Note 5

	Statement of Work 

(Mandatory for all Services requirements)
	Yes 
	Yes 
	Yes 
	Yes


	Yes 

	Justification and Approval for Other than Full and Open Competition 

(see Note 3)
	No
	Yes 


	Yes

(See Note 4)


	Yes

(See Note 4)
	Yes

	Funding Document
	Yes 
	Yes
	Yes
	Yes
	Yes

	COR/COTR Nomination 

(Mandatory for all Service orders.  Proof of Training Required)
	No
	Yes (Services only)
	Yes (Services only)
	Yes  (Services only)

	Yes 

	Purchase Description/Delivery Instructions  (include POC, comm. phone number, complete delivery address/room #)
	Yes
	Yes
	Yes
	Yes

(include DODAAC)
	Yes


Note 1.  
All micro-purchases should be accomplished using an activity’s IMPAC card.  Any micro-purchase forwarded to DSS-A to be awarded other than as

                         an IMPAC card buy must be accompanied by a J&A signed by the requiring activity’s SES or flag officer. 

Note 2.
Per FAR 8.4:  for three or more sources to achieve best value, call 703-305-6477 or http://www.gsaadvantage.gov., or survey two additional GWAC contracts.

Note 3.
Sole Source, Urgent and Compelling, etc.  A full J&A is required for packages >$100K; a paragraph justifying absence of competition if <$100K.  

Note 4.
A brief justification explaining why an order needs to be directed to a specific GSA or other existing contract, except joint service contracts, is required.

Note 5.
Market Research/Market Survey document should include at least one small business (if possible) or indicate why small businesses could not  be included.

* All customers must be prepared to provide electronic format documentation upon request.

**Synopsis through Government-wide Point of Entry via the internet through FedBizOpps per FAR Part 5.102(a)(1) is required. 

All requests for expedites must be justified in writing by the head of the requesting activity.

