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SUBPART 53.2 - PRESCRI PTI ON OF FORMB
53.201 Federal acquisition system
53.201-91 Request for Review and Approval of Contract/Solicitation Action (DLA Form 677).
(a) Ceneral. DLA Form677 shall be used as prescribed in 1.690 -6. Requests for

presolicitation/prenegotiation/postaward contract action review approval shall be addressed to
HQ DLA, ATTN: MWPPB.

(b) CGeneral instructions for preparation of DLA Form 677. |Instructions for block entries are
as follows:
Bl ock No. Title and/or Instructions
ALL. ... ... ... Fill in or "X only those blocks pertinent to the action
request ed.
/la.............. Insert the subparagraph (letter/nunber) of 1.690 -6 that

is applicable. Place an "X" in the appropriate bl ock.
If any action presolicitation/prenegotiation or
postaward contract) requiring review is being
resubmitted, prepare a new DLA Form 677 and indicate
in the remarks bl ock that the contract is being
resubmitted.

2/2a. ... Insert the date of expiration of the bid or proposal, or
the date by which existing contract terms required
exercise of the option. |If the date entered allows
| ess than 10 working days from date of dispatch of the
request (as entered in block 18a), the request is to
be considered a request for expedited review, and
block 2a is to be conpleted. The reason for requiring
expedited reviewis to be given in block 16, e.g.
expl ain why an extension of the bid/proposal cannot be
obt ai ned or should not be requested. |If the date
entered allows 10 days or nobre, but an expedited
review is desired, the same procedures should be
fol | oned.

B Describe the type of contract briefly to identify the
ternms governing quantity, price, and delivery, e.g.,
FirmFi xed-Price (FFP), Requirements-Fixed-Price with
EPA (Rgnts-FP w EPA).

4/ 4al 4bl 4c. .. ... .. If nmore than one CLIN is applicable because of different



F.OB. points, cite total quantity and give the unit
price range. |If both F.OB. origin and F. O B.
destination prices are applicable, give the total
quantity applicable to each with the applicable
prices/price ranges. Wen services are described,
include the location of perfornmance and the period
during which services will be perforned.

5/5al5b........... Check the applicable block. 10OV requesting
establ i shment of requirenents contracts are to be
considered as PRs. Requests for contracting action by
a Mlitary Service on other than the prescribed M PR
formare to be considered as MPRs. The receipt
dates desired in 5a and 5b are: (a) for PRs the date
of receipt by the Contracting function; (b) for MPRs
the date of receipt in the Center.

6a/6b/6C.......... Sel f - expl anatory.

7/7al8............ Sel f - expl anatory.

9/9a/9b........... If the action proposed is on a definite quantity, firm
fixed-price basis, check "actual. "For all other
types, check "estimated." The total dollar value to

be entered is that shown on the face of the proposed
contract as the total anount, or total estimated
amount of the action. If the action is a nodification,
only the amount, actual or estimated, of the

modi fication is to be entered. Estimates shoul d
represent the anopunt the Government expects to pay,
i.e., the maxi mum objective or Government Estimate.
Under 9b, give the fixed-dollar anpunt for which funds
have been conmi tted.

10/10a. ........... If Governnent facilities are to be provided under the
contract, check the facilities block. |If facilities
are being furnished rent free, insert "Rent Free"
and the dollar value of the facilities. |If facilities

are being furnished on a rental basis, give the
anticipated dollar amount of rental based on the
proposed contract delivery schedul e and insert
"Rental ." If material is to be furnished, check the
material block. If the material is being furnished by
the bailment nethod, give the total estimated val ue of
the material included in the total contract price and
insert bail ment

11, Sel f - expl anatory.
120 Cite FAR paragraph nunber covering the exception.
13 If an option extends the period of a service or

indefinite delivery type contract w thout change in
the ambunt of work covered, insert the maxi num option
peri od.

da............... Insert the nunmber of firms initially solicited and those
firms to which solicitations were sent as the result
of individual requests.

14b. ..o Sel f - expl anatory.
14c. ..o Refl ect the nunmber of firms still in the conpetitive
range.

15/ 15a/ 15b/ 15c. ... Sel f - expl anat ory.

15d. ..o The percentage rel ati onship of the proposed price to the
i medi ately preceding contract award price will be
shown in bl ock 15d.

.................. If there was a price adjustment based upon an EPA
provision to the previous contract award price used
for the price conparison in block 15d, both the
contract award price and the |latest EPA price should
be indicated in the Remarks section.



16/ 17/ 17al/
18/18a............ Sel f - expl anatory.

19. .. Encl osure bl ocks to the DLA Form 677 have been
prechecked. See the list of attachments in 1.690 -7.
Provi de a chronol ogy of significant events which have
occurred during the course of the acquisition to date.
It should begin with the date the purchase request was
received in contracting, and |list dates of subsequent
events inpacting the procurenent cycle. DLA Form 678
may be used as a guide to identify subjects for the
chronol ogy. Delays nust be indicated and the causes
docunented. Docunentation for each event should
be limted to no nore than two typed lines.

General ....... 1. Should the space allotted on the DLA Form 677 be
insufficient, the additional information shall be
included on a plain sheet of paper identified as
Page No. 2, etc., to DLA Form 677, Contract No.

(as shown under block 8). The total nunber of pages
shall be shown in the space provided at the bottom
of DLA Form 677.

....... 2. The reverse of DLA Form 677 will be used both for
replies to requests for solicitation, prenegotiation
and preaward approvals (section |) and to return
contract files submtted as requested for postaward
review (section I1).

53.201-92 Contract File Content List (DLA Form 678).
(a) Ceneral. DLA Form678 shall be used as prescribed in 1.690 -7(9).

(b) General instructions for preparation and use of DLA Form 678. The blocks shall be "X d"
and/or filled in as appropriate.

(1) Filing instructions.

(i) Contract file sections shall be identified by inclusion of a divider annotated with
the section identification and title, e.g., "Section A Planning and Solicitation." Sections A
and B shall be filed on the left side of the file folder with section A on the bottom Sections
C and D shall be filed on the right side of the file folder with section C on the bottom

(ii) The | owest nunbered TAB within each section shall be placed at the bottom of that
section. Wen nultiple docunents are present under a numbered TAB, e.g., correspondence,
menor anda, they shall be filed chronologically with the nost recent docunent on top.

(iii) It is inmpossible to enunerate all of the factors or conditions which may require
speci fic docunentation over and above that nornally required. Therefore, as circunstances
dictate, contracting officers shall describe, under the appropriate "blank" TAB Nos., e.g., Nos.
15-17; 30-32, such docunentation as may be peculiar to the acquisition involved and file sanme
in the anal ogous contract file section, e.g., TAB 31, Certificate of Conpetency.

(2) Contract docunentation.

(i) The docunents identified on DLA Form 678 are those which are normally required to
support a seal ed bid/ negotiated acquisition, other than a small purchase. The file sections
provi ded establish the |ogical acquisition cycle sequence of documentation. The conpleted file
will constitute a conplete chronol ogical history of the transaction and pernit ready
reconstruction of the actions taken in processing the acquisition.

(ii) The follow ng sections discuss those el enments of contract documentation which nerit
special attention.

(3) Section A - planning and solicitation.

(i) TAB No. 1 PRRMPR The file must reflect the nmanner and extent to which the needs
of the requiring activity have been net. It is essential, therefore, that in addition to the
basi ¢ purchase authority, any changes and justifications be included under this TAB. In the
case of anmendnents, the basis for change nust be evidenced, e.g., in those instances where itens
on the purchase request have been conpletely lined out or quantities changed, indication nmust be
made of the identity or authority of the individual or activity which requested/ authorized the
change. |In other instances where contracts have been issued calling for sonething other than
that specified on the PRRMPR, explanation nust be included as to the authority/approval for the
change and from whom received. Menoranda nust adequately identify individuals referred to in



menoranda (e.g., statements such as "this was discussed with and concurred in by M. Smth in
the Supply function" are inadequate). An individual's full name, title, or position, and the
individual's relationship to the subject nmatter of the menorandum nmust be clearly established;
this is of particular inportance should postaward questions arise. Requirenents shall be
revalidated in those instances where excessive tine has el apsed between the issuance of the
purchase request and consummation of the contract (see 1.693).

(ii) TAB No. 2 specification/drawing. These docunents in many instances either dictate
source selection or indicate to the contracting officer the extent of possible conpetition. Any
change either prior or subsequent to solicitation may affect final source selection. Wen such
changes are effected, docunentation supporting the change nust be included in the file
indicating as a mininum the basis and authority for initiating specification/drawi ng change;
coordination received fromappropriate technical personnel; and approval /concurrence of the
requiring activity. Wen specification/drawi ng changes are initiated/confirmed by the requiring
agency on a PR/'M PR anmendnent, the docunentation should be included in TAB No. 1 with an
annotation in TAB No. 2 identifying the amendnent nunber.

(iii) TAB No. 3 acquisition plan/anmendnents. The acquisition plan will include, as a
mnimum the information included in 90.1101. The use of preprinted forns for this purpose is
accept abl e.

(iv) TAB No. 6 non-personal services determ nation. A stat enent by the contracting
of ficer that the services proposed for acquisition have been determ ned to be non -personal in
nature is not by itself sufficient to neet the requirenents of FAR 37.103(a). Such
determ nation nmust include the reasons and all of the facts which were deened to substantiate
the nonpersonal aspect of the services. Exanples of criteria for characterizing services as
non- personal rather than personal are set forth in FAR 37.104(d).

(v) TAB No. 7 Department of Labor (DCOL) Wage Determinations. DOL wage determ nations are
normal |y effective for a period of 120 days after issuance and nust be in effect at the time of
solicitation and at the tine of award. Wen it is necessary to obtain extensions on
determinations in order to carry themthrough the period until award is to be nade, the
docunentati on aut horizi ng such extension by the DOL nust be included under this TAB. A copy of
the request and any enclosures sent to DOL shall be included.

(vi) TAB No. 8 snmll business set -aside determination. The deternination required under
FAR 19.5 nust be accurate and conplete insofar as the reason given for not having a snall
busi ness set-aside. Statements such as "a set -aside was not considered because of insufficient
quantity" must be supported. The information included in this determ nation nust accurately
reflect the consideration given to conpliance with FAR 19.5; the information included therein
imposes, in turn, a responsibility to nake a realistic evaluation of requirenments and a current
revi ew of possible sources to substantiate the information used in deternining the proposed
acqui sition nethod.

(vii) TAB No. 11 source list. The list of sources initially solicited and those to whom
solicitations were subsequently issued as a result of requests are to be included; in the latter
case, the date requested solicitation was issued will be indicated.

(viii) TAB No. 14 solicitation and amendnents. The contract file must include the
solicitation docunment and any anmendnents thereto. Amendnents nust accurately reflect their
i ssuance dates. In case of oral solicitations, the requirements of FAR 15.402(f) nust be
sati sfied.

(4) Section B - Preaward support data.

(i) TAB No. 18 abstract of offers. [Include on the abstract any conditions of the offers
which are related to their evaluation; if lengthy, the "Remarks" columm shall be annotated with
information indicating the location in the offer of the condition, e.g., "See page _ of the

proposal for exception to specification."

(ii) TAB No. 19 packagi ng/transportation/freight rate data. Inclusion of
transportation/freight rate data, are essential in determ ning the manner in which
transportation costs were applied in arriving at the evaluated prices. Files nust also include
sufficient information to substantiate that packagi ng costs are equitable.

(iii) TAB No. 20 cost/pricing data. Al cost or pricing data received fromthe offeror
in support of its proposal shall be included under this TAB. |If any data should be included in
correspondence dealing with other matters which are pertinent to the final contract, e.g.,
delivery schedule, contract clauses, etc., the original correspondence will be filed under this
TAB and a cross-reference (or copy of such correspondence) placed in TAB No. 44.

(iv) TAB No. 21 audit report/waiver/field pricing report. Wen field pricing support is
requested fromthe cogni zant contract nanagenent command activity pursuant to FAR 15.805 -5, the
report obtained, together with any attached assist reports shall be included under this TAB. |If
the authority contained in FAR 15.805-5(a) and (b) to waive field pricing support is exercised



by the contracting officer, the determ nation and the supporting available information on which
the determination is based shall be included, e.g., should part of the available information
include a recent, prior field pricing support report, a copy of the prior field pricing support
report shall be included.

(v) TAB No. 25 certificate of current cost or pricing data. Oten a contractor wll
provide a certificate of current cost or pricing data at the close of the negotiation session

and will subsequently confirm by letter, details of the agreements reached. In sone instances,
the confirming letter will include data which, although previously discussed and accepted, have
not previously been presented in witing. |In such cases, the certificate of current cost or

pricing data presented at the close of negotiations beconmes invalid; a new certificate nmust be
obtained to reflect the contractor's last data subnission upon which the final price agreenent
was concl uded.

(vi) TAB No. 29 bid/offer evaluation worksheets, conputer run. Include docunentation
pertinent to formal source selection. (See FAR 15.612.)

(vii) TAB No. 30. This tab will be used to incorporate, when applicable, information
received froma cogni zant ACO relative to the acceptability of the contractor's disclosure
statement when the firmhas indicated subnission of sane.

(5) Section C - Other support data.

(i) TAB No. 34 unsuccessful bid/proposal. Include the notification to the offerors
(either that already issued or that proposed to be issued) that bids/offers were unacceptable
and the reasons therefor.

(ii) TAB No. 36 determnation of late/bid proposal. All actions taken in accordance wth
the procedures prescribed under FAR 14.304 and 15.412 shall be included under this TAB.

53.201-93 Request for \Waiver of Preaward Contract Review and Approval
(DLA Form 1694).

DLA Form 1694 shall be used as prescribed in 1.690 -8.
53.204 Adninistrative matters.
53.204-70 DD Form 350, Individual Contracting Action Report.
(b) Part B of the DD Form 350.

Bl ock B4, Conpletion Date. Wien preparing a tenplate (see 4.670 -6(b)(4)(i)) use this itemto
enter the expiration date.

Bl ock B5A, Contractor Identification Nunmber. This block is for reporting the Contractor’s
ni ne position DUNS nunmber according to DFARS 253.204-70(b)(5)(ii)(A).

Bl ock B5B, Commercial and Governnent Entity (CAGE) Code. The additional reporting requirenment
at Subpart 90.9, Updating Snall D sadvantaged Business Status and Wnen - Omed Business Status in
the DD Form 350 CAGE File, applies when the snall disadvantaged busi ness status or wonmen - owned
busi ness status is incorrect in DCARS.

Bl ock B7, Type of Cbligation. For DLA contracting offices, the DCARS will generate Code 3 to
indicate a tenplate record whenever an IDC is being reported pursuant to 4.670 -6(b)(4)(i), or
when a tenplate record is being created for a bl anket purchase agreenent (BPA) or Federal Supply
Schedul e.

Bl ock B12C, System or Equi prent Code. Enter the three position DLA Wapons or System code
fromthe Purchase Request trailer or other source. If not known or the itemin B12A is not part
of a listed weapon or system enter "000." DCARS will convert these data into the DoD codes for
DoD reporting purposes.

(c) Part C of DD Form 350.

Bl ock C2, Reason Not Synopsized. Enter Code A, Urgency, only when Item C9, Authority for
G her Than Full & Open Conpetition, is coded 2A and Item C8, Solicitation Procedures is coded N,
G her Than Full and Open Conpetition.

Bl ock C7, Nunmber of Offers Received. Ofers, for the purpose of conpleting C7, shall only be
of fers fromresponsi bl e contractors capable of satisfying Government requirenments. |f an offer
is an alternate offer and is rejected, or if award nust be nade before eval uati on can be
conpleted, the alternate offer is not to be counted.

(d) Part D of DD Form 350.



The DFARS requires blocks D2, D3, D5, D7, and D8 be blank under certain circunstances. |f
the contracting officer conpletes any of these items in one of those circunstances, the DCARS
will convert the entry to a blank and pass the record to DoD in the required format. Block D4E,
Prem um Percent. DLA contracting offices nay enter "000" for this itemwhen D4B is coded A or B
and DAC is Coded A. The DCARS will convert the record passed to DoD into the required fornat.

Bl ock D5, Ethnic Group. For DLA, if the Snall D sadvantaged Business Concern Representation,
(see DFARS 252.219-7000), indicates the offeror is claimng eligibility in the Mnority Small
Busi ness and Capital Oanership Devel opment Program Section 8(a) of the Snall Business Act, then
the ethnic group nmust al so be conpleted and the appropriate code entered. This item nust be
conpleted for all awards nade to a snmll di sadvant aged busi ness.

(e) Part E of DD Form 350.

Bl ock E9 may be entered in Part E of the DD Form 350 in the nargins or on the reverse side
for manual reports. DCARS will provide for these itens on the input screen.

(5) Block E9, National Stock Nunber. Enter the 13 position National Stock Nunmber (NSN) or
Local Stock Number (LSN) which defines the itemof supply. Do not enter dashes, slants, or
simlar punctuation marks and do not show spaces between nunbers or letters in the stock nunber.
Leave bl ank when acquiring services (position 1 of B12A is alpha). If nore than one NSN or LSN
is the subject of this action, enter the stock nunber of the predom nant item as determ ned by
dollar value. |If no stock nunber applies, enter the FSC shown in B12A followed by the word
"NONE" wi thout spaces between the two (e.g., "8905NONE").

(g) Special instructions for DD Fornms 350 on actions of $25,000 or |ess under the Snall
Busi ness Conpetitiveness Denpnstration Program

(2)(i) Block B5A, Contractor ldentification Nunber. Enter the Contractor’s nine position
DUNS nunber .

53.204-71 DD Form 1057, Monthly Contracting Summary of Actions $25,000 or Less.

(d) When local procedures conbine two or nore actions into a single award or nodification, it
may be necessary to split the action into two or nore lines in parts B through F. Any portion
with a dollar value of nore than $25, 000 shall be reported on DD Form 350. These procedures
will permt accurate reporting of set -asides and other actions which would either not be
reported or reported with an incorrect dollar value if reported as a single action. Exanples
include but are not limted to the follow ng:

(i) One part of the action was unrestricted while the other part involved one or nore
soci oeconom ¢ prograns such as set -asides; or

(ii) One part of the action involved Foreign Mlitary Sales and the renmi nder did not.
53.205 Publicizing contract actions.
53.205-90 Contract Announcenent (DLA Form 1693).
DLA Form 1693 shall be used as prescribed in 5.303.
53.213 Small purchase and other sinplified purchase procedures.
53.213-90 Bl anket Purchase Agreenent Delivery Ticket (DLA Form 470).

This form may be used when supplies or services are acquired by nmeans of a BPA (see FAR
13.202).

(a) GCeneral. The DLA Form 470 is a cut sheet formand is designed to be used by the vendor
as an acknow edgnent of a call, notice of shipnment, packing list, and invoice. This form
elimnates the need for preparation, by the contractor, of separate fornms for these purposes.
Al so, Governnent personnel requiring information on these forms will receive it on a standard
format.

(b) Procedure. A supply of the forms may be provided by the contracting office to each

contractor who has entered into a BPA with the Center. Upon the placing of a call, the
contractor may be required to conplete the BPA delivery ticket based on infornation contained in
the witten or oral call in accordance with detailed instructions to be provided by the

contracting office.

(c) Ceneral instructions for preparation of DLA Form 470. After the placing of each call,
conplete the call, conplete the formin accordance with the general instructions below, and any
specific instructions you may receive with the placing of the call. Entries should be typed.



(1) Block 11. This is the date the supplies are to reach destination, not the date of
shipnent. Convert the nunber of delivery days the Governnent offered to an actual date. For
exanple, if the Government offered a 30-day delivery and received the oral or witten call on 1
Cctober, enter 10/31/YY as the required date.

(2) Block 12. This is the date the supplies are to be shipped, not delivered.

(3) Blocks 13 through 19. Information for these blocks will be furnished by the
contracting office at the time of the call. Enter the nane and address of the consignee in
bl ock 15.

(4) Blocks 21 through 23. Entries in these blocks will be nade at the tinme of shipnent.
Enter actual date shipped or delivered. No partial shipments to a particular destination may be
made. |f nore than one shipnent is made against a call, prepare two copies of this formfor
shipnent. Copies of the shipping docunents may be attached as an alternative to conpleting
bl ocks 21 and 22.

(5) When using the formas an ACKNOMEDGVENT OF CALL. Place a check nmark on "*" copi es of
the formin the box "ACKNOALEDGVENT OF CALL" (block 9).

(6) When using this formas a NOTICE OF SH PMENT. Place a check mark in the box "PACKI NG
LI ST (block 9) on "*" copies of the formin the box "NOTI CE OF SH PMENT" (block 9).

(7) When using the formas a PACKING LIST. Place a check nark in the box "PACKI NG LI ST"
(block 9) on "*" copies of the reproduced formfor each consignee. Be sure blocks 21 through
23 have been conpleted, as applicable, on the forns used. Send "*" copies to each consignee by
pl aci ng copies inside the container or in an envel ope attached to the exterior of the container.

(8) When using this formas an INVOCE. At the end of the billing period, fill in "*"
copi es of the reproduced form which includes the shipnment data for all destinations of that call
as follows:

(i) Place a mark in the box nmarked | NVO CE (bl ock 9) of each copy of the form

(ii) Sign and date blocks 24 and 25 of the top copy only of the form If the BPA under
which this call was issued does not provide for the fast payment procedure, the top copy nust
contain the signature and date (bl ocks 27A and 27B) of the authorized Government representative
recei ving and/ or accepting for the Governnent.

"*"  The nunber required shall be in accordance with the needs of the contracting
of fice.

53.213-91 Shipping Instruction (DLA Form 1224). This formis used agai nst automated
sinplified acquisitions.

53.213-92 Request for Quotation (DLA Form 1231). This formis used agai nst automated
sinplified acquisitions.

53.219 Small business and small di sadvantaged busi ness concerns.

53.219-90 Referral of Small Business for Certificate of Conpetency (CoC) Consideration (DLA
Form 1756) .

(a) DLA Form 1756 nmy be used to provide information for CoC referrals as required by FAR
19.602-1, DFARS 219.602-1 and DLAD 19.602-1.

(b) General instructions for preparation of DLA Form 1756:
(1) The nane, size status, and total dollar value of the next |ow offeror should be
identified, however, referrals shall not urge a conclusion based upon the size status of the
second | ow of feror.

(2) The remaining blocks of the formare self -explanatory.



