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A.	PROCUREMENT REQUEST (PR)





1.	GENERAL





a.	Scope.  This guidance provides information on the submission of procurement requests (PR's) and procedures to be applied to PR preparation in Washington headquarters, regions, centers, field offices, and facilities.





b.	Use of PR's.  PR's will be used to initiate the acquisition of supplies, equipment, materials, services, construction, real property or utilities.  PR’s are prepared by the requisitioner, and transmitted to the contracting office for execution.  PR’s may be used to order from other government activities and corporations and to order against contracts administered by those organizations, e.g., PR’s may be used to request items through General Service Administration’s (GSA’s ) Federal Standard Requisitioning and Issue Procedures (FEDSTRIP), or to obtain supplies from federal supply schedules awarded by GSA, Defense Logistics Agency, or Veterans Administration.





2.	PR FORMS





a.	Forms in Use.  The FAA Procurement Request Form, FAA Form 4400-19, is a computer-generated form prepared by the requisitioner (technical officer).  This form can be accessed electronically on the System for Acquisition Management (SAM)*.  SAM contains instructions for completion (see Attachment 1 for a sample of Form 4400-19, complete with sample entries for illustrative, not guidance, purposes).  In situations where this electronically generated form cannot be accessed by computer, requisitioners may utilize a manually prepared, hard copy form, Form DOT F-4200.1, “Procurement Request”, and DOT F 4200.2, “Continuation Sheet.”





b.	The Aeronautical Center (AMC).   The requiring organizations of AMC prepare PR’s either manually or by use of an automated PR preparation program, with the exception of PR’s of the FAA Logistics Center (AML) and the OATS PR’s generated in SAM.  When manual preparation is necessary, the form DOT F 4200.1 is used.  Once the PR is received in the Office of Acquisition (AMQ), manual entry of this information is made in the Procurement Automation System (PAS)*.  Supply Support Program requirements are processed using the Logistics Inventory System (LIS) at the Logistics Center.  The PR information generated under this system is electronically transmitted to PAS.  





*(Both SAM and PAS are to be replaced with a new acquisition system known as ACQUIRE, to be phased-in starting FY 98.  This FAA-wide system will change existing PR preparation methods).  





c.	Use of Diskettes to Supplement PR. 





	(1)	Material which accompanies the PR forms, e.g., statements of work, is often voluminous and frequently needs revision before being included in the solicitation or contract.  Therefore, for any FAA location, as established by local procedures implemented at the mutual agreement of the PR initiating organizations and contracting offices, such materials may be prepared on floppy diskettes, or transmitted electronically, e.g., by electronic mail, so long as the information is readable in local word processing format, to preclude unnecessary duplicative keying.





	(2)	After completing the preparation of the PR, the diskette should be delivered to the appropriate contracting office, or directly to the assigned contract specialist, if known.  The PR should be annotated to indicate those contents which are contained in diskette form.





d.	Additional PR Material.  Material which accompanies a PR but cannot currently be automated, such as drawings, should be delivered to the appropriate contracting office, or directly to the assigned contract specialist, if known.  Such material should be identifiable by PR number, project title and location.





3.	PREPARATION OF PR





a.	Number of Copies Required.  





	(1)	For PR’s prepared in Washington headquarters, an original and five copies should be provided to the Contracts Division (ASU-300).  For real property requirements at headquarters, e.g., building renovations or requirements connected with headquarters reorganizations, the PR should be transmitted through the Headquarters Facilities Management Staff (AAD-50).





	(2)	For PR’s prepared in regions and centers, the cognizant acquisition office will establish the number of PR copies required.





b.	Preparation Instructions.





	(1)	The instructions for preparation of the PR are incorporated in the information provided electronically by SAM.   For the manually prepared PR’s, using the form DOT F 4200.1, instructions are provided on the reverse side.





	(2)  	Signature.  For manually prepared PR's, and for SAM-generated PR's in locations which have not fully implemented the SAM “PR Tracking” module, all coordination, review, certification and approval signatures, or initials, must be original on the original hard copy of the PR.  For those locations where the “PR Tracking” module of SAM has been fully implemented, all coordination, review, certification and approval signatures shall be accomplished by electronic signature.





	(3)	LIS.  For LIS automated PR's at the Logistics Center, coordination, review, certification, and approval signature shall normally be accomplished by electronic signature.  However, if the LIS is not operational, e.g., due to outage or to unavailability at remote field facilities, a hard copy of LIS formatted PR's is acceptable; in that case, all coordination, review, certification, and approval signatures must be original on the hard copy LIS formatted PR.





4. 	ESSENTIAL CONTENTS





Supplementing the instructions in the manually prepared or electronically prepared PR’s, the following checklist is provided.  The below is not intended as a complete list, because the nature and extent of the information needed for an adequate PR may vary on a case-by-case basis.





a.	Describe requirement(s) and specifications, as applicable.


b.	Identify any known sources of supply, and addresses.  


c.	Provide a realistic and accurate required delivery date or dates.  This informs the acquisition personnel and can help the integrated product team (IPT) plan the acquisition process.


d.	Provide an independent cost estimate.


e.	Provide funding data.


f.	List any Government furnished property.


g.	List data items, or reports to be provided, with delivery.


h.	Identify inspection requirements, and how inspection is to be accomplished.	


i.	Describe any security clearance for the contractor or contractor personnel.


j.	Indicate any Federal Government standards which must be met, e.g., health or security. 


k.	State if samples are required to be submitted by offerors.	


l.	State if descriptive literature is required to describe the product or capability of the offeror.


m.	Indicate whether a key personnel clause would be appropriate.


n.	If single source procurement is necessary, provide a statement of the rational basis for single source procurement. 	


o.	Include signatures of the official authorized to approve the requirement and the signature of the funds certifying official.  	





5.	DESCRIPTION OF CONTENTS





a.  	Adequacy of the PR.  It is important that the PR be complete in all essential respects, as it constitutes the basis for the contracting officer to enter into a contract or modification.  The description of what is required is the most important element of the PR.  The requisitioner should prepare as detailed a description or specification of the system to be developed, the item(s) or products to be delivered, or services to be performed, as possible to avoid any misunderstanding or misinterpretation on the part of prospective vendors. The objective is to define the real and legitimate needs of the FAA so that offers can be prepared and evaluated on a common basis, with adequate competition.  Specifications should not be unduly restrictive, such as to have the effect of unnecessarily limiting competition.  When a procurement is to be noncompetitive, justify this by giving a rational basis for the action. 





b.	Supplies or Equipment.  For products, i.e., supplies or equipment, the description  should cover as wide a range of commercially available and proven products as possible and should avoid requirements for special manufacture, or requirements which may unnecessarily restrict competition.  In this way, a broad competitive base will be possible, prices will be held to a minimum, and good relations with offerors will be promoted.





c.	Services.  If the requirement is for services to be performed in accordance with a Performance Work Statement (PWS), the PWS should address the following:





	(1)	What do you want the contractor to do?


	(2)	When do you want the service performed?


	(3)	Who (qualifications and experience) should perform the tasks?


	(4)	Where do you want the service performed?





(See procurement toolbox guidance T3.2.2.8, “Describing Needs,” for additional information on performance work statements.)





d.	General.  Specify as precisely as possible the minimum requirements of the FAA.  This is a means of securing adequate competition, providing for the equitable evaluation of offers; and ensuring that the product or service will serve the Government's purpose.  The description of the requirement may include or consist of references to specifications and standards issued, used, or adopted by technical societies or associations, or state or local governments.  These may be used if such specifications and standards: are widely recognized and used in commercial practice, are clearly and accurately describe the technical requirements or desired performance characteristics and are readily available to suppliers.  The PR should contain specific information as to where suppliers can obtain these documents, that is, mailing addresses, points of contact, and telephone numbers if available. 





e.  	Required Quantity.  This is the Government's need, present and projected, for which funding will be available.  The quantities of each item described on the PR are significant in many respects.  Quantity discounts and transportation costs must be considered in reaching a final determination.  Quantities should not include those: (1) for which there are no funded requirements; or (2) for options which we have little expectation of exercising.





f.  	ID/IQ Contracts.  For Indefinite Delivery/ Indefinite Quantity (ID/IQ) contracts, identify realistic minimum and maximum quantities.  The dollar amount on the PR should cover the minimum quantity. 


	


g.  	Funding and Estimate Information.   Identify, for approval purposes, the TOTAL ESTIMATED COST OF THE ACTION involved.  For basic PR's for new contracts, this will be the “total contract estimated cost,” which includes the estimated amount of the basic contract and all planned options and any other requirements which would not be included in, or funded as part of, the basic contract.  For contract modifications, this amount will be the total estimated cost of the action involved.  For PR amendments, whether for new contracts or modifications, the estimated amount will be the net amount of any change to the estimate stated in the basic PR, and in addition to the net amount, identify in the body of the PR the cumulative total estimated cost.





h.  	The Independent Cost Estimate (ICE).  As a general rule, an independent cost estimate should be developed for procurements, including but not confined to, procurements for construction.  Exceptions to this would be situations in which developing an ICE may not be cost effective, for example, for procurements involving: 1) issuance of a delivery order under an indefinite-delivery contract; 2) exercise of a priced option; or 3) acquisition of real property (i.e., land, space, or interest therein; note that PR's for real property alterations, improvements or repairs to space should contain an independent cost estimate).  Where there is a catalogue price of an item sold in substantial quantities to the general public, this amount may constitute the basis for the ICE. (See procurement toolbox guidance T.3.2.3, “Cost and Price Methodology,” for further information about ICE’s.) 





i.  	Appropriation Data Information.  Each PR which contemplates an obligation or deobligation of funds should show complete appropriation data, and should include a certification of funds availability.  





6.	NECESSARY INFORMATION AND CLEARANCES





The office initiating the PR is responsible for furnishing with the PR certain other required data.  The paragraphs below identify those matters which relate to clearance or approval processes, or indicate other data which are required to be submitted with the PR. (For acquisition of office space, real estate, construction and utilities services, see subsequent sections.)





a.   	Personal Property.  It is necessary that FAA’s accounting personnel be able to simultaneously record personal property acquisitions on both the appropriate general ledger account and on the accountability record.  Accordingly, offices originating PR's should coordinate the need for this personal property information with their servicing accounting and property management offices, and include appropriate information in the PR.





b.  	Options.  If option quantities or services are to be included in the screening information request (SIR)/request for offer (RFO), the PR should state the basis for evaluating the offerors' proposals insofar as options are involved.  The PR should indicate whether it is expected that offers should be evaluated for award purposes only on the basis of the price for the basic requirement exclusive of options, or the price inclusive of options. 





c.  	Specification.  For acquisitions under the Capital Improvement Program (CIP), specifications are covered by configuration management and are therefore baselined.  Any PR for NAS program specification change must evidence approval by the IPT.  





d.  	Classified Information.  The PR should identify any requirements for handling of classified materials or for access of contractor personnel to classified information.





e.  	Warranties.  Warranties should be cost beneficial; therefore, an analysis of the costs of the use of a warranty and its administration, versus the benefits of liability deferral, should be made and documented in the PR.





f.  	Personal Property from Commercial Sources.  Before initiating PR's to obtain personal property, first it must be determined if the property is available for reuse from a FAA or other Government source.  See Order 4800.2C, “Utilization of Excess and Surplus Personal Property,” Chapter 2, Reutilization - First Source of Supply.   For further information on acquiring materiel, see the pamphlet, “FAA Ordering Guide,” issued October 1996, by AFR-2.  It is available from the Mike Monroney Aeronautical Center, LIS/Online Requisitioning System, Stock Number 0056-00-480-0387.  (Note:  FAA Acquisition reform legislation has not exempted this agency from the Federal Property Management Regulation (FPMR).)





g.  	Purchase or Lease of Copying Equipment.  PR's for purchase or lease of duplicators, or electronic copiers, over $100,000 in amount, must be approved as follows: (1) for headquarters acquisitions, by the Corporate Information Division, (ABC-100); Attn: Bernida C. Williams; and (2) for region and center acquisitions, by the servicing printing management organization.  Also, for printing or duplicating services to be performed either by GPO or outside printing businesses, there should be coordination with the cognizant FAA printing office.  (See procurement toolbox guidance T.3.8.4, “Required Sources of Products/Services & Use of Government Services,” for more information on printing.) 





h.  	Metric Units of Measurement.  FAA requirements should normally be expressed in metric units.  Organizations responsible for developing specifications should consider the use of metric measurements in all FAA acquisitions.  Federal Standard 376B, “Preferred Metric Units for General Use by the Federal Government,” may be obtained from the Federal Supply Service, Specification Service, 470 East L’Enfant Plaza, SW, Suite 8100, Washington, DC 20407, Telephone (202) 619-8925.





7.	SIMPLIFIED PURCHASE METHODS





a.  	Credit Cards.  When PR's are used as the funding document for credit card purchases, they must contain certification of the availability of funds. 





b.  	Blanket Purchase Agreements (BPA's).  PR's (either manually prepared or electronically generated)  may be issued for basic BPA'S, but they are not necessary for individual orders, termed “calls,” against the BPA.  One or more BPA's may be established in response to a PR.  The PR should identify the types of items or services to be purchased under the BPA, the suggested sources of supply, the estimated grand total dollar limitation, and it should also identify the person(s) to be authorized by the contracting officer to make purchases.  Accounting and appropriation data for each individual call against the BPA will be provided when the call is placed, rather than when the PR is  prepared to establish the BPA.  Therefore when the PR is prepared to establish the BPA, the entry under “Total Estimated Amount” should read zero.  (This is the headquarters practice, but field practices may vary.)  Under “Description of Items or Services,” the PR should indicate the grand total dollar limitation and the per call limitation, e.g., the grand total BPA limitation might be $25,000, with a per call limitation of $2,500.





8.	LEASE OR  RENTAL SPACE





a.	Headquarters.  Requirements for short-term lease, or rental, of conference space, or the long-term lease of other space (e.g., office, storage or special purpose), in commercial establishments in the Washington, D. C. metropolitan area, and requests for any GSA acquired space must be coordinated through the Headquarters Facilities Management Staff (AAD-50).   The results of this coordination must be indicated on the PR or its attachment.





b.	Regions and Centers.  Requirements for short-term lease of conference space should be coordinated with the Real Estate and Utilities Branch (or its  successor organization) of the nearest FAA regional office.  The results of that coordination must be indicated in the PR or an attachment.





9.	REAL PROPERTY  





a.  	Real Estate Responsibilities.   For the regions and centers, the Real Estate and Utilities Branch, or for Washington headquarters, the Facilities Management Staff (AAD-50), are the primary contracting offices for the purchase and leasing of real estate, as well as for utilities services purchases.  In requests for the lease or acquisition of real estate, or for acquisition of utilities services, the requiring office should initially contact the real estate branch to determine an acceptable format for providing information requested by the real estate branch. (e.g., whether the format should be that of a memo, a PR, or other)  The PR itself will be completed later by the requesting office, after cost information becomes available for its completion.  Initially, cost information would not be available, and remain to be developed in consultation with the real estate branch.  A representative of the Real Estate Branch should be included at every stage in the real estate acquisition or leasing process, whether this is to make initial inquiry, or to make contact with the property owner or his/her representative, or to approve required audit reports, or for other steps in the process. 





b.	General.  The PR's should include the name, address and telephone number of the property owner (or his/her representative), if  known, and a record of any and all contacts with the owner/representative.  Remember however, that contacts owner/representative should not be made unless the Real Estate Branch is involved.  As a minimum, PR's for real property should contain the information described below, by type of requirement:





c.	Land Acquisition (Purchase or Lease).  For such acquisitions, the PR should include:





	(1)	The projected life of facility (total term requirement for real property).


	(2)	Intended use of property (e.g., VASI, REIL, VORTAC, ARSR, ASR), and amount and type of all required restrictive easements (e.g., 750, 1000, 1200 or 1500 foot radius; trees removed to XX feet).


	(3)	The legal description of site and easements, expressed either in metes and bounds or as required by local land registries.  If a legal description is not available, a legal description can be requested by a separate PR transmitted to the Real Estate Branch.


	(4)	Drawings, to scale, of the property(ies) to be acquired, if available. 


	(5)	Clearances.  Environmental clearances, as follows:	





		(a) 	A statement that due diligence has been applied according to the requirements of the Comprehensive Environmental Response Compensation and Liability Act (CERCLA).  The statement is based on at least a Phase I study and analysis of the site that will indicate the presence or absence of hazardous waste or toxic substances.  Attach a copy of that study/analysis report.  The Phase I report shall also indicate if further analysis is required in a Phase II study.  This is accomplished using FAA Order 1050.19  (August 22, 1944), Environmental Due Diligence Audits (EDDA) in the Conduct of FAA Real Property Transactions.  Reports for all audits performed by a contractor shall be signed by a licensed professional engineer of an appropriate environmental discipline.  Review and approval/certification of the EDDA is the responsibility of the regional Airway  Facilities Division Manager.


		(b)	If it has been decided to acquire a site determined to have, or be subject to, hazardous material contamination, the PR should include a statement of justification signed by the requiring office Program Manager/Division Manager, together with a Phase III cost/benefit analysis.


		(c)	A statement certifying that an analysis of environmental impacts has been accomplished according to FAA Order 1050.1D (December 5, 1986) National Environmental Policy Act. Environmental analysis may include a Categorical Exclusion (CATEX) or Environmental Assessment (EA) - which would culminate in a Finding of No Significant Impact (FONSI), or Environmental Impact Statement (EIS).  These statements must clearly identify any environmental  impact mitigation required, and the need for additional lease clauses to cover such mitigation.  The Environmental Analysis shall also identify all environmental compliance permits for the project.  Examples of permit activities are: wetlands permits from the Army Corps of Engineers, land use permits, special area, water use, and other local, federal and state permits as necessary. 





d.	Space Acquisition.  For space acquisitions, the PR should include the following:





	(1)	The intended use of the space (e.g., AFS, FSDO).


	(2)	A five year projected staffing chart and inclusive of the number of authorized positions, by job title, which will use the space.  Any projected staffing increases must be validated.


(3)	Special Requirements.  These include, but are not limited to: 


		(a)	Authorized private offices; 


		(b)	Wiring for data lines;


		(c)	24-hour access/HVAC requirements;


		(d)	Temperature and humidity level limits;


		(e)	Local Area Network (LAN) rooms;


		(f)	Computer Based Instruction (CBI) rooms;


		(g)	Written examination room;


		(h)	Floor loads and types;


		(i)	Antennas attached to roof; and 


		(j)	Special finishes.





	(4)	Number of parking spaces required.


	(5)	Recommended total lease term (base lease term plus renewal option(s)).


	(6)	Delineated area and map depicting the area.





e.	Space Alterations/Improvements/Repairs (AIR).  For this, the PR should include:





	(1)	A full narrative description of work to be accomplished, supported by a clear sketch or drawing of proposed AIR.


	(2)	Other related items, as stated in the paragraph just preceding.





f.	Construction.  For construction, the PR should include:





	(1)	For Real Property Interests - Land.  When the lease or purchase of land is involved, include a statement that such lease or purchase has been consummated.  In rare circumstances, if there is written assurance that real property rights will be given by the property owner, or written right of entry to begin construction has been provided, the PR may be processed if approved by the servicing real estate branch.





	(2)	For Real Property Interests - Space.  When a servicing contracting activity, that is, the contracting office, is requested to obtain construction, modification, alteration, and/or repair to leased space or buildings, care should be taken to ensure that the Real Estate Branch is involved in such leased space actions.  The PR shall:





		(a)	contain a statement from the servicing real estate organization that approval from the property owner has been secured and the lease amended to cover FAA's requirements; and


		(b)	comply with all applicable requirements set forth in c.(2) and (3) above.





	(3)	Environmental Considerations.  These include a statement certifying that all current requirements for Environmental Assessment and Due Diligence Audits have been met. (See the above paragraph c.(5) on environmental clearances.)





	(4)	Utility Requirements.  When new or changed utilities, location or service is involved, state the status of obtaining utility service and the estimated date of its availability to the project.





	(5)	Vehicle or Pedestrian Safety.  When the contract work will or may affect the traffic or safety of vehicles or pedestrians on the right-of-way of a public highway, road, or street owned by a governmental body other than the Federal Government, a statement that this is the case, and an identification of the governmental body which owns the highway, road, or street.





10.	PUBLIC UTILITIES





a.	Minimum PR Content.  The PR should contain information sufficient to enable the contracting officer to determine the required type(s) of service, quantity, delivery point(s), time of initial service, service duration, and the principal characteristics of services.  As a minimum, the PR should contain the following:





	(1)	Technical description or specification of the type, quantity, and quality of service required; 


	(2)	Date by which the service is required;


	(3)	Estimated maximum demand, monthly consumption, and annual cost for the first full 12 months of service;


	(4)	Schematic diagram or line drawing showing meter locations and Government connection point to utility supplier's system;


	(5)	Estimated cost, including: required utility services, any connection charges; and contractor installed facilities for replacement utility services; and


	(6)	Principal characteristics of service specifications.  As a minimum, the PR should contain descriptions of the premises, or location to be served, in sufficient detail to clearly establish its identity by agency, function and address, as well as the service delivery point, and an attached map or drawing showing its exact location.





b.	Electrical Service Specifications.  The PR should contain:





	(1)	Monthly kilowatt hour (kwh) demand for a typical year;


	(2)	Monthly kilowatt-hour (kwh) consumption for a typical year;


	(3)	Type of current (AC or DC);


	(4)	Number of phases;


	(5)	Anticipated load factor;


	(6)	Substation primary and secondary voltages, and allowable variations or tolerances; and


	(7)	Type of metering: (1) demand and/or watt hours, (2) kilovolt-amperes (kva) or kilowatts (kw).





c.	Water Service Specifications.  The PR should contain:





	(1)	The required pressure and type(s) of water required (e.g., potable water,  industrial water, classified as to extent of required filtration or chemical treatment; or raw water [river, lake, well, etc.]); and


	(2)	Exact location of connection with utility firm's distribution system.





d.	Gas Service Specifications.   These specifications  should state the supplier's tariff.  They should describe the desired British Thermal Unit (BTU) content, the purity, and the initial and terminal pressure limitations.  They should also include:





	(1)	The estimated maximum demand per hour or per day;


	(2)	The estimated monthly usage of gas, by months, for a typical year; and


	(3)	The exact location of connection with utility firm’s distribution system.





e.	Sewer Service Specifications.  These should specify the types of service required (e.g. sanitary with primary or secondary treatment,  or raw waste disposal; industrial waste disposal; or storm water drainage).  Also, they should include:





(1)	The size(s) and location(s) of connections between Government and contractor systems; and


	(2)	The exact location of connection with utility firm's distribution system. 





11.	WHO MAY APPROVE A PR AND DOLLAR THRESHOLD





PR's must be approved by an FAA person with signature authority to do so, depending upon dollar amount and organizational location.  The designation of these persons, with dollar amounts tied to the “Total Estimated Cost” of the action (see 5.g., above), is specified below. 





a.	IPT’s Which Are Formally Established by the Office of the Associate Administrator for Research and Acquisition (ARA).  The signature authority is with the Lead Person on the IPT.  There is no dollar limitation with regard to that person’s signature authority.





b.	Washington Headquarters-Other than for an IPT Established by ARA:  





(1)  Over $500,000--Office Head, Program Director, or Service Director. 


(2)  Over $250,000 to $500,000--Division Manager. 


(3)  Up to $250,000--Branch Manager.





c.	For IPT’s established by ARA and for Washington headquarters organizations other than IPT’s,  the IPT lead, office head, program director, or service director, as applicable, may delegate via memorandum PR approval levels differing from that shown in paragraphs a. and b. above. 





d.	Regions and Centers.  Regions and centers have authority to establish local PR approval levels.   Requisitoners desiring information about applicable delegations may contact their local acquisition office for this information. 





12.	APPROPRIATION INFORMATION AND FUNDS CERTIFICATION





a.	Appropriation Information.  The PR should show appropriation data information.  It should show the total amount of funds committed and certified to be available, or funds to be deobligated or decommitted upon the award of the contract.  This should include the regional identifier, appropriation, limitation, cost center, fiscal program, project agreement, and sub-object of expenditure.  If more than one code is involved, enter the complete appropriation data.  The authorized requisitioner is responsible for furnishing the appropriation data; the contracting office is responsible for ensuring that the appropriation data are correctly transferred from the PR and shown on (or attached to) the solicitation, contract, order, interagency agreement, or other procurement document.  In the case of SAM-generated PR's, the appropriation data will automatically post to the procurement document.  When several appropriation codes are included (for example in PR's for utilities, where an Operations appropriation code applies to recurring utility charges, and an F&E code applies to related construction), the codes should be listed with a clear delineation of the portion of the total cost to be allocated against each code.





b.	Funds Certification Requirements--General.  If the PR commits funds which will later be obligated on a contract document, the PR must contain funds certification.





	(1)	Certification.  Include a typed or printed name and organization symbol, and a signature, in the SAM Form’s Funds Certification block.  Where the PR tracking module of SAM has been fully implemented, this information will be automatically inserted using the electronic signature mechanism.





	(2)	Designation of Funds Certifiers.  The individuals certifying funds availability must be so designated in writing in accordance with written procedures of the organization issuing the PR, and must be instructed by that organization in their responsibilities, duties and authority limits.  Except as provided in (b) below, those individuals shall not be “authorized requisitioners,” that is, the persons who have the need or the requirement.





c.	Funds Certification Exceptions.





	(1)	Funds need not be certified on each individual PR when “bulk funding” is appropriately used.





	(2)	Funds may be certified by the “authorized requisitioner,” when local conditions (such as remoteness, small facility, etc.) make this necessary and when appropriate written local procedures authorize this practice and establish reasonable maximum dollar levels for the exercise of this combined PR approval and funds certification authority, and also include monitoring and oversight procedures to ensure the propriety of all such actions.  To assist in such monitoring, written documentation of the above described authority should be attached to, or included in, the PR forwarded to the cognizant acquisition office. 





d.	Certifying of Funds in Addition to those Cited in the Basic PR.





	(1)	If additional funds are needed, there should be issued a PR amendment when the original PR is still pending, or a separate new PR when the original PR has been awarded, to provide the additional funds, with all approvals/signatures required.





	(2) 	A memorandum should not be used to provide additional funding.





13.	DECOMMITMENT OF EXCESS FUNDS





When the amount obligated in the contract document is less than the amount funded on the PR, the excess funds must be decommitted.  Since the original purpose of the PR is considered to be completed, the PR cannot later be amended to use the remaining funds either for the original purpose or for another purpose.





14.	PR CONTROL, NUMBERING AND ROUTING





The exact details of a PR control system will vary at the option of the contracting office; however, the objectives of the systems are the same, and the elements described below are required to the extent indicated.





a.	Manually Prepared PR's.  The use of manually prepared PR’s is confined to certain offices of the Aeronautical Center.  Other than that, electronically generated PR’s are the norm in FAA.  When PR’s are to be manually prepared, the procedure to be followed in the numbering and routing of PR’s follows:





	(1)	The PR will be assigned a number. Under the SAM generated PR’s, the number will be automatically provided.





	(2)	A copy of the PR with its assigned number will be returned to the authorized requisitioner.  All communications between the authorized requisitioner and contracting office shall reference the PR number.





	(3)	All other copies of the PR will be distributed in accordance with local operating instructions. 





	(4) 	Contracting offices, at their discretion, may assign a block of PR numbers to those originating organizations issuing a large number of PR's and these offices may assign their own PR numbers as they are issued.





b.	SAM-generated PR's.  SAM automatically assigns a PR number for the acquisition.  This number must be referenced in all communications between the authorized requisitioner and the contracting office.





c.	Numbering of Amendments to the PR.





	(1)	If the basic PR is in need of change a PR amendment or separate new PR is required (subject to local procedure.)  The basic PR is the first one which is issued with a unique number (e.g.,730405 or 7NM304501).  PR Amendments should be identified as follows: using one of the examples, 7NM304501, the first amendment to the basic PR would be given PR No. 7NM304501-01.  The second PR amendment would be 7NM304501-02, etc..





	(2)	If there is a change to the acquisition cost because of the amending PR, show in block 10 (SAM) the net amount of the change as either a net INCREASE or DECREASE in the TOTAL ESTIMATED AMOUNT OF THE ACTION.  If there is a change to the amount of funds being committed, show the appropriation data in Block 10 (SAM).





	(3)	Changes to PR's should not be made by contracting office personnel without a PR amendment or a separate new PR.  Changes shall be approved in accordance with the dollar ranges shown above.





d.	For the Logistics Center Only.  Changes to Logistics Center PR's for Supply Support Program requirements may be documented and processed without a new or amendatory PR, provided that:





	(1)	the nature and scope of the change(s) is (are) clearly set forth;





	(2)	the PR initiator (i.e., Item Manger/Authorized Requisitioner) has obtained all necessary approvals;





	(3)	the description of the change(s) and all necessary approvals are clearly documented in a message (memorandum or any electronic medium which can be converted to a printed hard copy) to the contracting office; and





	(4)	a hard copy of the change(s) is included in the contract file prior to making a contract award or issuing a purchase order for the acquisition.





15.	CANCELLATION OF PR





a.	For SAM-generated PR's.  PR's shall be canceled by issuing a PR amendment.  When the PR Tracking feature of SAM has been implemented, cancellations shall be effected by a PR amendment and also documented in PR Tracking.





b.	At the Aeronautical Center, for non-SAM generated PR’s, PR’s should be canceled in accordance with local procedures.





16.	DEFICIENT OR INCOMPLETE PR





a.	Examples of Deficiencies.  Some conditions encountered in marginal or deficient PR's which should be avoided are:





	(1)	Incomplete or conflicting information on the PR form, and on attached specifications, drawings, or other solicitation data;





	(2) 	Apparent indecision due to repeated technical changes dealing with functional capability, reliability, maintainability, quality control, and testing requirements;





	(3)	Failure to include the appropriate stock number or item code, facility type code, and other required data applicable to each accountable item listed; and/or 





	(4)	Lack of, or improper, funding citation.





b.	PR Return for Correction.  PR's may be returned by the contracting office to the requiring or program office without action, for appropriate correction.  Deficiencies may include either PR's which do not contain sufficient information for procurement action, or which are inconsistent with the requirements of this guidance.


	


	(1)	In Washington headquarters, PR's should be returned by a memorandum signed by a Contracts Division branch manager and addressed to the highest approval level on the PR, and should include a statement regarding the deficiencies noted.





	(2)	In other locations, such PR's should be returned in accordance with local procedures.





	(3)	Note on PR Tracking.  In locations where the PR Tracking feature of SAM has been fully implemented, PR returns will be documented in PR Tracking.





B.	CLAUSES


	


None applicable.





C. 	FORMS





DOT F 4200.1, Procurement Request


DOT F-4200.1, Procurement Request - Continuation Sheet


FAA Form 4400-19, Procurement Request (SAM electronically-generated form)


	


D.	APPENDIX





In the attached Appendix 1 is a sample SAM-generated PR form, Form 4400-19, with sample entries.  The entries are for illustrative purposes, and are not to be considered prescriptive.





�
APPENDIX 1 - SAMPLE PROCUREMENT REQUEST





�
�
�
PROCUREMENT REQUEST�
Number  703415�
�
�
Date Issued Feb 24�
�
1. Name, Routing Symbol and Phone No of Contact


SALLY JONES     TEST    202-267-8888





3. Originating office Data


TEST PR SERIES





4. PR Description


EQUIPMENT


�
2. Type of Request





A. X     New Request





B.        Change to pending PR No.





C.        Modification to Contract/


            Order no.�
�
5. Approvals�
�
�
Approv offc                  Initial             Routing Sym


	         ASU130	


	         ASU300	


	         ASU20	


HARRY HAMLET		


ASSIST. DIR.�
Consignee and Destination


FEDERAL AVIATION ADMINISTRATION


3333 WEST 24TH STREET


SOUTH GEORGIA STREET


ST AUGUSTINE, FLORIDA	33333-3333


CONS. ID: TO POINT�
�
Funds Certification officer:�



7. Date Required Feb 28, 1997�
�
PAM JONES


BUDGET ANALYST�
8. Government Furnished Property        N


App:   N/A�
�
	9. ACCOUNTING DATA -- SEE BELOW


Total Estimated amount        275.00


10. Description of items or Services


Item NSN/LCN          Supplies/Services       		Qty       UI    	Unit Cost     Total Cost


001   MISCELLANEOUS				1	EA	75.00		75.00


LARGE OAK DESK WITH 4 DRAWERS





002  EQUIPMENT						2	EA	100.00		200.00


IBM ELECTRIC TYPEWRITER WITH 


        CORRECTION


003	VENDOR:


004	IBM


005	1 CORPORATE LANE


006	LOS ANGELES, CA 90751


007	ATTN: SAM SMITH


008	(907)111-2222





Acct Region Appr Lim Ccntr Progel Objc Project #				Account Total


01        0        701    0    1312   530   8935						275.00





FAA Form 4400-19 (4-85)
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