PROCUREMENTS FOR OTHER AGENCIES

As part of International Cooperative Administrative Support Services (ICASS), the General Services Officer (GSO) may be responsible for providing procurement related services to other agencies.  It is helpful to understand the various procurement options available to agencies as well as the roles and responsibilities of  State MGMT/GSO personnel at overseas posts on procurement matters.  Cables regarding this topic can be found on A/OPE’s website under http://aope.a.state under the heading “Procurement Related Cables” issued jointly with major agencies represented under ICASS.  State and ICASS want to ensure processes and missions are fulfilled as efficiently and smoothly as possible and in compliance with regulatory requirements.  

Other Agency Issued Purchase Card:  Agencies may conduct procurement via agency issued Purchase Cards. While most commonly used for purchases under the micro-purchase threshold of $3,000 per transaction, agency procurement officials may approve the use of purchase cards for individual transactions at higher levels (up to $25k) with additional training.  Purchase Cards provide a quick and reliable means for other agency personnel to meet small dollar value procurement needs without having to submit procurement requests to GSO and pay the associated ICASS charges. The Purchase Card provides a record of acquisition transactions, fraud protection, and the ability to limit the nature of the transaction to ensure appropriate use.  Agency personnel should contact their respective home agency procurement office found on the joint cables. 

Home Agency Procurement Offices:   If a purchase card transaction is not appropriate, non-State Department agency employees may look to their respective headquarters Procurement Offices for acquisition support.  Department of State GSO acquisition personnel can provide support for routine, non-complex services and supplies.  However, it is neither staffed nor sufficiently knowledgeable regarding other agency special authorities and programs to provide procurement support for more complex program procurements. Home Agency Procurement Offices can handle more complex transactions or can also support General Services Agency (GSA) contract schedule buys at no charge to ICASS procurement services budgets. Agency personnel should contact their respective home agency procurement office found on the joint cables. 
Department of State Regional Procurement Support Offices (RPSOs): The Regional Procurement Support Offices in Ft. Lauderdale, Florida and Frankfurt, Germany, as well as the Department of State Office of Acquisition Management (A/LM/AQM), are full service procurement offices staffed with full time acquisition professionals.  These fee for service organizations provide acquisition support for more complex transactions than can be handled by the GSO.  Contact Robert Lloyd at RPSO Ft. Lauderdale Lloydre@state.gov 954-630-1146, Ray Bouford at RPSO Frankfurt BOUFORDRW@STATE.GOVAcquisitionSInquiry@state.gov+49(69)7535.3304 or contact  or the A/LM Customer Advocate Vera Pauli-Widenhouse at PAULIWIDV@STATE.GOV 703-875-6034.
GSO Procurement Support:  Below we have provided guidance for actions submitted to the GSO for procurement in chronological order following the steps in the procurement process.  Procurement actions submitted to your home agency procurement office may not follow the same requirements found in the paragraphs below if special authorities exist; however, the basic procedure should be similar.  

A. Acquisition Planning:  All procurement actions take a certain amount of lead time. Other agencies should meet with MGMT/GSO at the beginning of each fiscal year to discuss upcoming procurement requirements.  This will allow GSO to strategically source, minimize administrative costs, and provide economic pricing by combining similar requirements.  

B. Procurement Requests:  Procurement requests are routinely submitted on DS-1970 (or equivalent, if the embassy already requires a different form).  The request must consist of, at a minimum, a statement of work, suggested source list, and evidence of funding, or if funding is not currently available, a statement to that effect, followed by an estimated cost.  A sample is found on State’s intranet under DS1970, OVERSEAS PROCUREMENT REQUEST FORM.  Splitting a procurement request to avoid a mandated procurement threshold is illegal.  In order to assist requiring activities in developing scopes of work for common items/services (such as copy machines, interpreters, translators, transportation services, etc.) you may access procurement related models at http://aopeead.a.state.gov/content.asp?content_id=8&menu_id=47.   If detailed  scopes of work can not be provided or if employee/employer relationship is created, agencies should contact post HR for personnel services which may accommodate full-time, part time, and short term hires to fulfill agency goals (see State 31401 “LE Staff:  Types of Employment for Short Term Hires”).  

C. Funding:  Normally, purchase requests would include a certification by the requesting agency that funds are available, supported by an obligation number on the certification. The GSO must have some assurance that funds are or will soon be available to be able to start a procurement action, otherwise, the GSO cannot sign a contract or modification, purchase order, or delivery order as required by FAR 32.702 and the Anti-Deficiency Act.

D. Market Surveys: Conducting vendor market research for procurements are helpful in determining whether the commercial marketplace has the items needed to meet the government’s requirements.  At this early stage in the procurement process, the government is not soliciting prices or proposals.  But rather, they are gathering market data to make the best informed procurement decisions.

E. Competition:  Government policy is to compete procurements to the maximum extent practicable.  Although there are exceptions to this policy, the general rule is that for simplified acquisitions (valued at USD 3,000 TO 100,000), at least three sources should be asked to provide price quotations in accordance with FAR 13.104.  For procurements above that amount, all responsible sources should be given an opportunity to compete.  Any exceptions must be documented in a signed justification that complies with FAR 6.303 (for contracts) or FAR 13.106-3 (for simplified acquisitions).  The FAR is accessible through internet at http:;//acquisition.gov/far/index.html.

F. Solicitation/Award Process: The GSO or Management Officer, as Contracting Officer, has responsibility to prepare the solicitation, publicize the procurement action to promote competition, and issue the solicitation.  Further information appears in A/OPE’s Overseas Contracting and Simplified Acquisition Guidebook on A/OPE’s web site.  The GSO will then evaluate and award based on lowest priced, technically acceptable.

G. Contract Administration:  Every contract or simplified acquisition must be administered.  Other agency personnel may be requested to serve as the Contracting Officer’s Representative (COR) for requirements needed.  The COR’s duties include monitoring the contractor’s work to ensure compliance with the contract, reporting problems to the Contracting Officer, reviewing invoices for adequacy, and related functions.  Detailed guidance is found in State’s COR Handbook, 6 fah-2, available on the web sites listed above and COR training is available on line.

Unauthorized Commitments:  If someone other than the warranted contracting officer orders a contractor to do work without a contract, purchase order or other procurement instrument is in place, this is considered an unauthorized commitment. Work should stop, and the contractor should not be paid until the unauthorized commitment is ratified.  Procedures are found in FAR 1.602-3 and DOSAR subpart 601.6.  State does not ratify other agency unauthorized commitments; instead, post will send them to the respective agency headquarters.  Please refer to joint cables on OPE website for other agency contacts. Ratification is an unusual step, and should be supported by strong justification.   

Questions/Assistance: A/OPE will provide support and assistance regarding these matters. Please contact any of the regional OPE desk officers listed on OPE’s website. 
