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OVERVIEW





The purpose of this unit is to identify and define various methods of acquisition.



CONTENTS





This unit includes the following sections:




Introduction


Delivery Orders


Imprest Fund


Simplified Acquisition Procedures (SAP)


Blanket Purchase Agreements (BPA)


Governmentwide Commercial Credit Card (IMPAC)


Flashcard Exercise


Summary and Transition




APPROXIMATE TIME





	25 minutes



MATERIALS





Visuals 5.1 through 5.6
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�INTRODUCTION������Explain that once the Project Officer submits a FEMA Form 40-1 or 60-1a to the Contracting Officer, it is the Contracting Officer who determines which method of acquisition will be used.�����Visual 5.1

�
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���Show Visual 5.1 and briefly review the different methods of acquisition.

���The methods of acquisition are:



Delivery Orders

Imprest Fund

Simplified Acquisition Procedures (SAP)

Blanket Purchase Agreements (BPA)

Governmentwide Commercial Credit Card (IMPAC)

������

�DELIVERY ORDERS�����Visual 5.2
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������Show Visual 5.2 and review delivery orders.������Explain that a delivery order is an order for goods or services against a FEMA contract already in place or with Government sources of supply, such as the General Services Administration (GSA).  ������If information about a FEMA contract that is already in place or about Government sources of supply is available to the Contracting Officer, he/she will provide this information to the Project Officer.  This information includes Federal Supply Schedules (FSS) that are provided by GSA.  If such informa�tion is not available when searching for required goods or services, the Project Officer should:������Call one source offering the required goods or services for the sole purpose of obtaining a cost estimate to put on the FEMA Form 40-1 or  60-1a.



and/or



Speak with someone who has purchased the required goods or services before.
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�IMPREST FUND�����Visual 5.3
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���Show Visual 5.3.  Tell the students that more than likely, there will not be an imprest fund at the DFO.  An imprest fund is available at a DFO only if it is warranted by extraordinary conditions, such as if there is a major disaster and there is not access to financial institutions.  An example would be the Virgin Islands.  The Virgin Islands did not have any power, so no financial institution was operational.������If there is an imprest fund at the DFO, the amount can vary.  Although Treasury says an imprest fund can be up to $500, with approval from the Chief Financial Officer the amount can be higher.������The Project Officer should check with the DFO’s finance section to determine if there is an imprest fund and the proper paperwork necessary to obtain cash, if applicable.���

�SIMPLIFIED ACQUISITION PROCEDURES (SAP)�����Visual 5.4
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���

�Show Visual 5.4.  Explain that Simplified Acquisition Procedures (SAP) are used for requirements of $100,000 or less.  The majority of the acquisitions made at the DFO will be made using SAP.



The first determination to be made regarding an acquisition made using SAP is the dollar amount, which will determine whether the contract must be competitive or may be noncompetitive.  Under SAP . . . 

���The maximum allowable amount for a noncompetitive contract is $2,500.���Above $2,500, all contracts must be competed.������Ask the students the following question:



����Based on a requirement for acquisition of five laser printers, how might you determine if the contract should be competed?��

�

If not mentioned by the group, add:

���Call one source offering the required goods or services for the sole purpose of obtaining a cost estimate to put on the FEMA Form 40-1 or �60-1a.

and/or



Speak to someone who has purchased the goods or services before, to obtain an estimate of probable cost.

���Stress that the Project Officer should not make any promises or misleading statements to vendors.���

�BLANKET PURCHASE AGREEMENTS (BPA)



��Visual 5.5
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���

�Show Visual 5.5.  Explain that a Blanket Purchase Agreement (BPA) is a simplified method of filling anticipated repetitive needs for goods or services by establishing “charge accounts” with one or more suppliers for goods or services of the same type.  The BPA sets forth the type of services or goods that can be ordered and contains mandatory terms and conditions including the name(s) of the individual(s) authorized to place orders against it, the order limits, and the terms of the agreement.  A Project Officer may be named as an ordering officer.  Any changes in the name of the ordering officer, terms of the agreement, or ordering limit can be made only by the Contracting Officer.������BPAs are often established with more than one supplier for goods or services of the same type to provide maximum practicable competition.

BPAs are often set up early in the disaster when an ongoing requirement is identified.

BPAs ensure that the need will be met on a continuous basis by one (or more) of these vendors.

���There are three things that need to be considered when using a BPA:������Price

Delivery schedule

Small business requirements

���The ordering officer(s) is responsible for keeping obligations and expenditures within available funds.������

�BLANKET PURCHASE AGREEMENTS (BPA) (Continued)



���Review the following example:



	The Contracting Officer recognizes the requirement for office supplies in the DFO.  He/she will set up a BPA with three local stores in the area to fulfill the requirement.  This BPA ensures that office supplies are available, and the requirement is met.������Tell the students that only the authorized individuals named in the BPA will have the authority to purchase (order) only specified goods/services, and only up to a preset amount.



Emphasize that a Project Officer’s name must be listed on the BPA in order for him or her to make purchases using the BPA.������

�GOVERNMENTWIDE COMMERCIAL CREDIT CARD (IMPAC)�����Visual 5.6
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���Show Visual 5.6.  Tell the students that at the DFO, some Project Officers have a Governmentwide Commercial Credit Card (IMPAC).  The following procedures apply to using the IMPAC:������Credit card use is encouraged when there are numerous requirements to make small dollar purchases.  Purchases may be made by telephone if the credit card holder has a fully executed and signed FEMA Form 40-1 or 60-1a in hand at the time the call is placed.  Fully executed means funds have been committed by a Certifying Officer.  Card holders must log each telephone order.������The card holder must ensure that funds have been set up and committed prior to making any purchase(s) and that a copy of the FEMA Form 40-1 or 60-1a has been forwarded to the designated Regional Office and the DFC.

���Stress that if the Project Officer has an IMPAC, he or she should make sure funds have been obligated before making any purchases.

���Inform the students that the following goods or services should not be purchased with the commercial credit card:

���Cash advances (not permitted under any circumstances).

Rental or lease of land or buildings to include construction and renovations to leased property.

Telecommunications (telephone) services.  (Telecommunication equipment and services must be purchased in accordance with FEMA Manual 1500.1, Information Resources Management Policy and Procedural Directive, dated May 9, 1995.)���

�GOVERNMENTWIDE COMMERCIAL CREDIT CARD (IMPAC) (Continued)

���Review the following points about “Disaster” credit cards:������Purchases made with Disaster cards are subject to normal simplified procedure rules and regulations.  They are also subject to normal accountable property procedures, and users of these cards must purchase and account for the property in accordance with FEMA Manual 6150.1, Personal Property Management Program. 

���The only credit card that can be used during a disaster is the card that has “Disaster” imprinted on it. 

���The credit card can only be used by designated holders assigned to the disaster.  A credit card holder should never allow anyone else to use his/her card. 

���Card holders must promptly return damaged or unacceptable items and ensure credit is received for them.  A credit voucher or receipt for return of items must be obtained.  The condition of the item returned must be documented. 

���Certification of all purchases is required by each card holder, with verification performed by the approving official, before payment is made to the credit card contractor.  The card holder is responsible for the reconciliation of the monthly statement and certification of its accuracy. 

���Make reference to FEMA Instruction 4200.1, dated October 4, 1995.���

� EMBED Word.Picture.6  ����FLASHCARD EXERCISE



Before conducting this exercise:



Copy front and back pages of flashcards on card stock and fold pages in half.






This review will be a quick, comprehensive exercise in which the instructor will either pass out a card or hold up a card (depending on the size of the class).



���The card will have a key word or phrase from the topics discussed thus far in the course.

���Front of Flashcard�Back of Flashcard���Prepares FEMA Forms 40-1, �60-1a, or 60-1.�The Project Officer���Using public office for private gain is an example of a . . .�A Prohibited Action���Who is responsible for defining the requirement for goods or services?�The Project Officer���Full and open competition is required if cost of goods/services exceeds which amount?�$2,500���Document used to fulf
ill anticipated repetitive need
.�Blanket Purchase Agreement (BPA)���Order for goods or services against a FEMA contract or with a Government source.�Delivery Order���Used for requirements of $100,000 or less.�Simplified Acquisition Procedures (SAP)���Used to make small dollar purchases up to $2,500.�Governmentwide Commercial Credit Card (IMPAC)���

�SUMMARY AND TRANSITION������

�Reiterate that there are many methods at the disposal of the acquisition team.  The key is to find the most cost-effective and cost-efficient method.  This skill, which will be honed on the job, requires someone not afraid to ask questions.  All the resources at the disposal of the Project Officer should be utilized to assist the Contracting Officer in determining the best acquisition method to use.������Stress that the Contracting Officer will make the final decision on which method to use.������Transition by stating that once FEMA Form 40-1 or 60-1a is properly completed and the Contracting Officer has decided upon the best method to fill the requirement, the next step in the process is to determine who can economically deliver the needed goods or services.  This step, known as solicitation, will be reviewed in the next unit.��
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