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Appendix A:  FEMA Forms �and Reference Material







�This Appendix contains the following:

FEMA Form 40-1�Reference material for completing FEMA Form 40-1

FEMA Form 60-1a�Reference material for completing FEMA Form 60-1a

FEMA Form 60-1�Reference material for competing FEMA Form 60-1
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�REQUISITION AND COMMITMENT FOR SERVICES AND SUPPLIES 

(FEMA FORM 40-1) �����Introduction�A Requisition and Commitment for Services and Supplies (FEMA Form 40-1) is completed to initiate the purchase of goods and services.  Goods and services include all acquisition requirements such as equipment, supplies, and services necessary to operate a DFO.

��Policy�All funded acquisition requirements must be documented on FEMA Form 40-1 or 60-1a.  The form is completed by the Project Officer and forwarded to the Contracting Officer for processing.



A Certifying Officer must approve and sign a FEMA Form 40-1 or 60-1a before the actual purchase and funding of requisitioned goods or services can be finalized.

��Organization of Form�FEMA Form 40-1 is organized into 15 blocks of information.  These blocks are described on the following pages.



The reverse side of the form provides basic instructions for completing key blocks of information.  ���

Completing Form 40-1�Following are detailed instructions for completing FEMA Form 40-1:

��

Block�Instructions��Program Office

Project Officer

Date of Request�Identify the Program Office, Project Officer’s name and telephone number, and the date the request is initiated.

Note:  The Date of Request should be the day the Project Officer prepares the form.��Estimated Period of Performance/�Date Required�Identify the period of time during which the goods or services are needed.  This is either:

Date by which the specific goods or services are needed.

Example:  July 12, 19xx

The start and end dates of the period of time during which services will be used or goods will be needed.

Example:  July 12, 19xx, through October 12, 19xx

Always indicate a specific delivery date or period of time—never use As Soon As Possible (ASAP).

Note:  Indicate accurate start and end date(s).  FEMA may be charged for goods or services provided earlier than actually needed.  Likewise, FEMA may be charged if the end date is later, after the goods or services are no longer needed.��Total Estimated   Cost�Provide an estimated cost for the requisitioned goods or services.  

Note:  Contact an identified goods/services source to obtain information needed to calculate the Total Estimated Cost.  Obtain estimate from one source and write an explanation of estimate.��Deliver to:  Name�Provide a name and address to which the requisitioned goods or services should be delivered.

Record this information only if the goods or services should be delivered to an individual and/or address different than the Program Office (identified in Block 1) and/or the Project Officer (identified in Block 2).���

��Completing Form 40-1 (Continued)����Block�Instructions��Suggested Sources�List the names, addresses, and telephone numbers of vendors who can provide the requisitioned goods or services.  Generally vendors identified should include:

Local vendors who have the capability to provide the goods or services at or during the specified timeframe.

Vendors who have provided similar goods and services in the past.

Any other vendors familiar with requirement.

The Project Officer must ensure that no conflict of interest exists between himself/herself and any listed vendors.

Attachment:  If the list of sources is extensive, document it as an attachment and mark it accordingly in Block 9 as “Other.”

Note:  The Government has established sources that must be contacted before local vendors are solicited.  The Contract Officer will advise of any required sources.��Project Title/ Description of Supplies, Equipment and/or Services�Provide description of the goods or services being requisitioned.

Attachment:  If the Statement of Work/Statement of Need is extensive, document it as an attachment and mark it accordingly in Block 9 as “Scope/Statement of Work.”  ��List of Attachments�Identify the attachments that are being submitted as part of FEMA Form 40-1.  Mark the appropriate box and affix the related attachment to FEMA Form 40-1.

Scope/Statement of Work is a written statement that describes, in detail, the goods or services being requisitioned.  

Note:  Brand names and model numbers can be used to identify the specific type of goods and attributes needed.  However, the actual purchased goods will be a brand name or equal, whichever can be obtained at the lowest price.  Name the item and list salient characteristics and functional requirements, if brand name.  If characteristics cannot be listed, then describe make, model, dimensions, and quantity.���

��Completing Form 40-1 (Continued)����Block�Instructions���9.	List of Attachments (Continued)�Recommendation for Other Than Full and Open Competition is provided if the full and open bid process is required (i.e., contract exceeds $2,500), but will not be competed due to extenuating circumstances.

Note:  A short statement justifying the reason for waiving the full and open competition process can also be stated in Block 11.

A Government Property attachment provides a list of all Government-furnished property to be supplied to the vendor in the fulfillment of the goods or services agreement.

Examples:  Government property could include such items as:

Cameras

Printers

Copy machines

Office space

Other attachments can include any other documentation pertinent to but not included elsewhere with the acquisition request.

Examples:  Other attachments could include a list of sources, blueprints, or related advertisements.��References�Identify any related reference materials that support the acquisition request.

Modification.  Specify if the 40-1 is amending or modifying an existing acquisition request and provide the solicitation or contract number.

Other.  Identify any other types of reference documents provided.

Examples:  Other could include advertisements for employment.���

��Completing Form 40-1 (Continued)����Block�Instructions��Justification/ Comments�Explain why an otherwise required full and open bid process is being waived, or use this block to include any related comments that should become a part of this acquisition request record.

Note:  The competition process is required if the value of the contract exceeds $2,500.  Simply stating “Unusual and Compelling Urgency” does not justify waiving the full and open bid process.  A “Recommendation for Other Than Full and Open Competition” attachment may be required.  (Refer to page 3-3 of the SOP for Contracting in the DFO.)��Approvals - Program/ Administrative Area�A completed Form 40-1 must contain two signatures:

Project Officer

Supervisor with signing authority

Note:  The supervisor providing the second signature must be someone other than the individual who will provide the Certifying Officer signature in Block 14.  Check with the Contracting Officer to determine what signatures are required in your DFO.��Approvals - Administrative�For Headquarters use only.��Funding�Identify the funds appropriated for the specified purchase as follows:

Budget Fiscal Year (4 characters)

Fund Code (2 characters)

Program Code (6 characters for fund 06; otherwise, 4 characters)

Organization (4 characters)

Object class (4 characters)

“D” for direct programs

Example:  1997-06-1234DR-4567-2593-D

The Project Officer is responsible for determining the funding source and obtaining a Certifying Officer’s signature.��

Record Retention�A copy of the form should be retained in a file along with any supporting documentation.���

RECOMMENDATION FOR OTHER THAN FULL AND OPEN COMPETITION�����Introduction�A Recommendation for Other Than Full and Open Competition attachment justifies the reason for waiving the full and open competition process when requisitioning goods or services.



Full and open competition is required when the total cost estimate of the requisitioned goods or services exceed $2,500.  The full and open competition process involves obtaining at least three viable bids or offers from qualified vendors.

��Policy�A Recommendation for Other Than Full and Open Competition is justified only if one of the following legal exceptions to the full and open bid process applies:



Only one responsible source

Unusual and compelling urgency

Industrial mobilization; or experimental, developmental, or research work

International agreement

Authorized or required by statute

National security

Public interest



In the event one of the exceptions applies, a Recommendation for Other Than Full and Open Competition attachment must be developed that provides sufficient information to identify the nature of the exception and explain thoroughly how it applies to the respective acquisition request.



���
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REQUEST FOR SUPPLIES, EQUIPMENT AND/OR SERVICES (FEMA FORM 60-1a)

��Introduction�A Requisition for Supplies, Equipment and/or Services (FEMA Form 60-1a) is completed to initiate the purchase of goods and services.  Goods and services include all acquisition requirements such as equipment, supplies, and services necessary to operate a DFO.

��Policy�All funded acquisitions requirements must be documented on a FEMA Form 40-1 or 60-1a.  The form is completed by the Project Officer and forwarded to the Contracting Officer for processing.



A Certifying Officer must approve and sign a FEMA Form 60-1a before the actual purchase and funding of requisitioned goods or services can be finalized.

��Organization of Form�FEMA Form 60-1a is organized into 19 blocks of information.  These blocks are described on the following pages.���

Completing Form 60-1a�Following are detailed instructions for completing FEMA Form 60-1a:��

Block�Instructions��1.	Requisition�The requisition number is assigned by the Regional Office.��2.	Job No.�Leave blank, unless given a number by the Regional Office.��3.	Date�Date should be the day the Project Officer prepares the form.��4.	Item Number�List items in numerical order (1, 2, etc.).��5.	Description�A description of the goods or services being requisitioned.  Also, the Certifying Officer’s approval and signature should appear in this block.  Names, addresses, and telephone numbers of vendors can be identified in this block.��6.	Quantity�The actual number of units required for a particular line item.  Generally, for service, the quantity would be “1”.��7.	Unit�Indicate the unit of measure (i.e., pkg, each, ream, etc.).  For service, the unit is generally “lot”.��8.	Stock Number�N/A��9.	Unit Price�The cost of one unit of measure.��10.	Amount�The total cost of the items by line.  (Quantity x Unit Price = Amount).��11.	Justification�Explain why an otherwise required full and open bid process is being waived, or use this block to include any related comments that should become a part of this acquisition request record.��12.	Fund Cite�Identify the funds appropriated for the specified purchase as follows:

Budget Fiscal Year (4 characters)

Fund Code (2 characters)

Program Code (6 characters for fund 06; �otherwise, 4 characters)

Organization (4 characters)

Object Class (4 characters)

“D” for direct programs

Example:  1997-06-1234DR-4567-2593-D���

Completing Form 60-1a (Continued)��Block�Instructions��13.	Requisitioner’s Name�Identify the Program Office and person requisitioning the product service (usually the Project Officer).��14.	Date Required�Identify the period of time during which the goods or services are needed.  Indicate accurate start and end date(s).  Again, FEMA may be charged for goods or services provided earlier than actually needed.  Likewise, FEMA may be charged if the end date is later, after the goods or services are no longer needed.��15.	Deliver To�Provide an address and room number where requisitioned goods or services should be delivered.��16.	Telephone Number�Provide the telephone number of the person to receive the goods or services.��17.	Individual�Provide the name of the person to receive the goods or services.��18.	Name and Title of Authorized Official�Provide the name and title of the person authorized to approve the requisition, such as the Supervisor of the Project Officer, Deputy FCO, etc.  The Project Officer is not the authorized official.  Check with the Contracting Officer to determine who the authorized official is, because this can vary from DFO to DFO.��19.	Signature�Signature of the person identified in block 18 above.��

Record Retention�A copy of the form should be retained in a file along with any supporting documentation. ���
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REQUISITION FOR SUPPLIES, EQUIPMENT AND/OR SERVICES 

(FEMA FORM 60-1)����Introduction�A Requisition for Supplies, Equipment and/or Services (FEMA 

Form 60-1) may be used to initiate the acquisition process when:



Information is being gathered to determine if a purchase is viable.



Initial purchase information is being gathered for ultimate transfer to �FEMA Form 40-1 or FEMA Form 60-1a.



A purchase is being made in conjunction with an existing and processed FEMA Form 40�1 or FEMA Form 60-1a.

�����Policy�FEMA Form 60-1 cannot be used to fund a purchase.  It will not be signed by a Certifying Officer to acknowledge release of funds from a funding source.



FEMA Form 60-1 can only be used to obtain goods or services under an existing contract that is already supported by an approved FEMA Form 40-1 or FEMA Form 60-1a.



Note:  Use of Form 60-1 to initiate a purchase acquisition request will vary from DFO to DFO.  Contact your supervisor for local policies.

�����Organization of Form�FEMA Form 60-1 is organized into 12 blocks of information, which require information similar to that documented on FEMA Forms 40-1 and 60-1a.



The reverse side of the form provides basic instructions for completing the form.���

STATEMENT OF WORK/STATEMENT OF NEED�����Introduction�A Statement of Work/Statement of Need is a written statement that describes, in detail, the goods or services being requisitioned.  It is used by the Contracting Officer to:



Solicit bids.

Evaluate cost estimates.

Make a selection from offers or bids received.

��Policy�A Statement of Work/Statement of Need must be submitted to the Contracting Officer along with a Requisition and Commitment for Services and Supplies (FEMA Form 40-1).  



If the Project Title/Description of Supplies, Equipment and/or Services block on Form 40-1 does not provide adequate space to document a description or Statement of Work thoroughly, a separate Statement of Work must be provided as an attachment and marked accordingly in the List of Attachments of Form 40-1.



Whether documented on the FEMA Form 40-1, or submitted as an attachment, a Statement of Work must:



Provide sufficient information for a Contracting Officer to solicit, evaluate, and select an offer or bid.



Establish standards of acceptability that can be measured.



Be written in a manner that can be understood by persons outside the related scientific or technical area.

��Writing a Statement of Work�To write a Statement of Work, include the following sections of information:



Background information

Goods/Services specifications

Acceptable performance requirements

Delivery requirements

FEMA obligations

Appendixes, as applicable���

STATEMENT OF WORK/STATEMENT OF NEED (Continued)

��Section�Instructions��Background information�Begin a Statement of Work by providing background information that:

Explains the acquisition or requirement in general terms.

Identifies the corresponding need.

Summarizes the type of goods or services required.��Goods/services specifications�Provide a detailed explanation of the type of goods or services needed. 

If goods are being requisitioned, identify its intended purpose and/or use and provide a physical description.  Include salient goods characteristics.

If a service is being requisitioned, identify exactly what work needs to be performed and, how often, and where the work should be performed.��Acceptable performance requirements�Identify evaluation criteria that will be used to inspect and accept a product or service deliverable.  Define levels of quality that will allow for an objective measurement of quality.��Delivery requirements�State the required delivery dates of any required goods or the dates when any services are to be performed and/or completed.��FEMA obligations

�State all FEMA’s responsibilities related to requisitioned goods or services, i.e.:

Government furnished materials or equipment

Office space, use of telephones, etc.��Appendixes�Include appendixes as necessary to clarify the requirements.  

Note:  A Glossary should be included as an appendix to define technical terms used in the acquisition request that cannot be explained by commonly used language.��
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