INDEX OF PROCUREMENT TOOLBOX GUIDANCE
(Revised: 11/2000)
Section 
General Topic
Date

T1.13
Metrics and Performance Management
January 1999


A.  Metrics and Performance Management
     1. Earned Value Management System
B. Clauses
C. Forms


T1.9.1
 Initiating and Developing Procurement Toolbox Changes
May 2000,  Original


A.   Initiating AND Developing Procurement Toolbox Changes

     1.  Developing & Preparing Procurement Toolbox Guidance

     2.  Formatting Guidance

     3.  Coordinating Draft Guidance

     4.  Configuration Control, i.e., Clearing Final Guidance through ASAG

     5.  Distributing Approved Guidance

6. Revising Guidance

B. Clauses

C. Forms

D. Appendices

    Appendix 1 – Formatting

    Appendix 2 – ASAG Documentation


T3.1.3
Fundamental Principles
September 1996


A. Fundamental Principles 
     1. Standards of Conduct for FAA Employees 


T3.1.4
Contracting Authority
October 1997 - Rev. 1


A. Contracting Authority 
     1. Delegated Contracting Authority
     2. Summary of Authorities, Delegations, & Determinations
     3. Ratification of Unauthorized Commitments


T3.1.5
Conflict of Interest
November 1997


A. Conflict of Interest
     1. Requirement for Conflict of Interest Certification
     2. Processing a Conflict of Interest
B. Clauses
C. Forms
D. Attachment


T3.1.6
T3.1.6 Non-Disclosure of Information
November 1997


A. Disclosure of Information
     1. General
     2. Requirement for Non-Disclosure of Information Agreement
     3. Processing a Violation of the Non-Disclosure Agreement
B. Clauses
C. Forms
D. Attachment


T3.1.7
Organizational Conflict of Interest
October 1997 - Rev. 2


A. Organizational Conflict of Interest 
     1. Responsibilities Related to Organizational Conflict of Interest
     2. Potential OCI Situations
     3. Disclosure by Offerors or Contractors Participating in FAA Acquisitions
     4. Remedies for Nondisclosure
     5. Contractor Participation in Preparing Specifications or Statements of Work
     6. Procedures
     7. SIR Provisions
B. Clauses
C. Forms


T3.1.8
Commercial/Inherently Governmental Activities
September 2000 – Rev 1


 A.  Commercial/Inherently Governmental Activities

      1.  General

      2.   Inherently Governmental Functions

      3.   Commercial Activities

      4.   The Commercial Activities Inventory

      5.   Performance of Commercial Activities

     6.    Cost Comparison

     7.    Preparation of the Cost Comparison

     8.    Cost Comparison Waivers

     9.    Appeals

    10.   Exhibit 1 of the Supplemental Handbook

    11.   Office of Primary Responsibility

B.   Clauses

C.   Forms

D.   Appendix


T3.2.1
Procurement Planning
October 1997 - Rev. 1


A. Procurement Requests
     1. General
     2. PR Forms
     3. Preparation of PR
     4. Essential Contents
     5. Description of Contents
     6. Necessary Information and Clearances
     7. Simplified Purchase Methods
     8. Lease or Rental
     9. Real Property
     10. Public Utilities
     11. Who May Approve a PR and Dollar Thresholds
     12. Appropriation Information and Funds Certification
     13. Decommitment of Excess Funds
     14. PR control, Numbering and Routing
     15. Cancellation of PR
     16. Deficient or Incomplete PR
B. Clauses
C. Forms
D. Appendix


T3.2.2
Source Selection
December 1998 - Rev.  3


A. Source Selection
     1. Announcement of Competing Offerors
     2. Past Performance
     3. Construction Contracting
     4. Canceling a Screening Information Request
B. Clauses
C.    Forms
D.   Appendix


T3.2.2.3
Complex and Noncommercial Source Selection
November 1997 - Rev. 1


A. Establishment of a Qualified Vendors List
     1. General
     2. Public Announcement
     3. Screening and Evaluation
     4. Evaluating Prospective Vendors
     5. Notifying Vendors Excluded from a QVL
     6. Competing Requirements among Vendors on a QVL
     7. Updating a QVL
     8. Canceling a QVL
     9. Availability of Information
     10. QVL for Products
B. Clauses
C. Forms


T3.2.2.4
Single Source
(reserved)

T3.2.2.5
Commercial and Simplified Purchase Method
July 2000 - Rev.9


A. Simplified Purchasing 
     1. Credit Card
     2. Third Party Draft
     3. Standard Form (SF) 44
     4. Credit Card Checks
     5. Blanket Purchase Agreement (BPA)
     6. Purchase Orders
     7. Considerations for Restricted Purchases
B. Clauses
C. Forms
D. Appendix
     Appendix 1 - Appropriate Use of Credit Card Checks
     Appendix 2 - Credit Card Check Approval Form
     Appendix 3 - Credit Card Check Register


T3.2.2.6
Unsolicited Proposals
March 2000 - Rev. 3


A. Unsolicited Proposals
     1.    Responsibilities

     2.    Content of UPs

     3.    Receipt of UPs

     4.    Procedures

     5.    Evaluation

     6.    Notifying the Offeror

     7.    Prohibitions
B. Clauses
C. Forms


T3.2.2.7
Contractor Qualifications
December 1998 - Rev. 3


A. First Article Approval
     1. Minimizing Risk
     2. First Article Testing and Approval
     3. Waiving First Article
     4. Coordination of First Article
     5. Results of First Article Testing
B. Clauses
C. Forms


T3.2.2.8
Describing FAA Needs
December 1997 - Rev. 1


A. Describing Needs
     1. Types of Product Descriptions
     2. Preference
     3. IPT Considerations
     4. Specifications
     5. Statements of Work
B. Clauses
C. Forms


T3.2.3
Cost And Price Methodology
June 1999 - Rev 1


A. Proposal Analysis 
     1. Cost and Pricing Data
     2. Proposal Analysis
     3. Price Analysis
     4. Cost Analysis
     5. Field Pricing Support
     6. Audit
     7. Defective Pricing
     8. Profit/Fee Analysis
     9. Independent Cost Estimate
     10. Cost Realism
     11. Unbalanced Offer
B. Cost Accounting Standards
     1. Applicability
     2. Contract Requirements
     3. Waiver
     4. Disclosure Requirements
     5. Responsibilities
     6. Determinations
     7. Subcontractor Disclosure Statements
     8. CAS Administration
     9. Changes to Disclosed or Established Cost Accounting Practices
     10. Equitable Adjustment for New or Modified Standards
     11. Noncompliance with CAS requirements
     12. Voluntary Changes
     13. Subcontract Administration
C. Clauses
D. Forms


T3.2.4
Types of Contracts
December 1996 - Rev. 2


A. Types of Contracts 
     1. Fixed-Price
          Firm-Fixed-Price
          Fixed-Price with Economic Price Adjustment
     2. Fixed-Price Incentive
          Fixed-Price Incentive (Firm Target)
          Fixed-Price Incentive (Successive Targets)
          Fixed-Price Award Fee
          Firm-Fixed-Price, Level-of-Effort Team
     3. Cost-Reimbursement
          Cost
          Cost-Sharing
          Cost-Plus-Incentive-Fee
          Cost-Plus-Award-Fee
          Cost-Plus-Fixed-Fee
          Cost-Plus-Percentage-of-Cost
     4. Indefinite-Delivery
          Definite-Quantity
          Indefinite Quantity
          Requirements
     5. Time-and-Materials
          Labor-Hour
     6. Letter and Ceiling Priced
     7. Special Contracting Methods
          Multi-Year
          Options
B. Clauses
C. Forms
D. Appendix


T3.2.5
Contractor Ethical Guidelines
December 1997 - Rev. 1


A. Contractor Ethical Guidelines
     1. Officials Not to Benefit
     2. Contractor Gratuities to FAA Personnel
     3. Contingent Fees
     4. Limitation on the Payment 
     5. Subcontractor Kickback
     6. Unreasonable Restrictions on Subcontractors Sales
     7. Contractors with Federal Employees or Organizations - Owned or Controlled by              Federal Employees
     8. Voiding and Rescinding Contracts
     9. Whistleblower Protection for Contractor Employees
     10. Definitions
B. Clauses
C. Forms


T3.3.1
Contract Funding and Payment
November 2000 – Rev 2


A. Contract Funding, Financing and Payment
     1. Basis of Payment
     2. Financing
     3. Prompt Payment
     4. Debt Collection
     5. Assignment
     6. Contract Funding
     7. Electronic Funds Transfer
B. Clauses
C. Forms


T3.3.2
Contract Cost Principles
May 2000 - Rev.2


A. Contract Cost Principles
     1. Applicability 

     2  Contracts with Commercial Organizations 

     3  Contracts with Educational Institutions 

     4  Contracts with State, Local, and Federally Recognized Indian Tribal Governments

     5  Contracts with Nonprofit Organizations
B. Clauses
C. Forms
D. Definitions


T3.4.1
Bonds and Insurance
October 2000 – Rev 1


A. Bonds and Insurance
     1. General Requirements
     2. Bid Proposal Guarantees
     3. Bonds
     4. Insurance
     5. Definitions
B. Clauses
C. Forms


T3.4.2
Taxes
April 1997


A. Taxes
     1. General
     2. Federal Excise Taxes
     3. General Exemptions
     4. State and Local Taxes
     5. State and Local Tax Exemptions
B. Clauses
C. Forms


T.3.5
Patents, Rights in Data and Copyrights
December 1997 - Rev. 1


A. Patents, Rights in Data and Copyrights
     1. General
     2. Patents
     3. Royalties
     4. Rights Under Government Contracts
     5. Contracts Placed by or for Other Government Agencies
     6. Contracts for Construction Work or Architect-Engineer Services
     7. Administration of Patent Rights Clauses
     8. Rights in Data and Copyrights
     9. Other Data Rights Provisions
     10. Acquisition of Data
     11. Rights to Technical Data in Successful Proposals
     12. Co-sponsored Research and Development Activities
     13. Foreign License and Technical Assistance Agreements
     14. Definitions
B. Clauses
C. Forms


T3.6.1
Small Business Utilization Program 
November 2000 - Rev. 9


A. Revised

1. Procurement Team Responsibilities in Support of the Small Business Utilization Program

2. The FAA’s Office of Small Business Utilization (OSBU) & Liaison Representative Involvement

3. Prime Contracting with Small Businesses

4. Subcontracting with Small Businesses

5. DOT Lending And Bonding Program

6. Business Declaration

7. Contract Bundling

8. Mentor-Protégé

B. Clauses
C. Forms


T3.6.2
Labor Laws
September 2000 - Rev. 3


A. Labor-related Laws
     1. General
     2. Contract Work Hours and Safety Standards Act
     3. Construction Contracts/Davis-Bacon Act
     4. Procedures for Construction Contracts
     5. Walsh-Healey Public Contracts Act
     6. Fair Labor Standards Act
     7. Service Contracts/Service Contract Act
     8. Procedures for Service Contracts
     9. SCA Blanket Wage Determinations
     10. Professional Employee Compensation
     11. Dismantling, Demolition, or Removal of Improvements
     12. Convict Labor
     13. Equal Employment Opportunity
     14. Special Disabled and Vietnam Era Veterans
     15. Employment of the Handicapped
B. Clauses
C. Forms


T3.6.3
Environment, Conservation, Occupational Safety
February 1998 - Rev. 1


A. Environment, Conservation, Energy, & Drug Free Workplace 
     1. Pollution Control and Clean Air and Water
     2. Energy Conservation
     3. Hazardous Material Identification and Material Safety Data
     4. Use of Recovered Material 
     5. Drug Free Workplace
     6. Notice of Radioactive Material
     7. Drug Free Workplace
B. Clauses
C. Forms


T3.6.4
Foreign Acquisition
February 1998 - Rev. 1


A. Foreign Acquisition 
     1. Buy American Act-Supplies
     2. Buy American Act-Construction Materials
     3. Buy American Act-Steel and Manufactured Products
     4. Balance of Payments Program
     5. Payment in Local Foreign Currency
     6. Trade Agreements
     7. Restrictions on Certain Foreign Products
     8. Trade Sanctions
     9. Customs and Duties
     10. International Agreements and Coordination
     11. Examination of Records by Comptroller General
     12. Inconsistency Between English Version and Translation of Contract
B. Clauses
C. Forms


T3.6.5
Indian Incentive Program
February 1999


A. Indian Incentive Program 
     1. Requirements
     2. Definitions
B. Clauses
C. Forms


T3.7
Protection of Privacy and Freedom of Information
September 1996 - Rev. 1


A. Protection of Individual Privacy 
     1. General
     2. Implementing Rules
B. Clauses
C. Forms


T3.8.1
Agreements
July 1999

T3.8.2
Service Contracting
February 1998 - Rev. 2


A. Service Contracting
     1. Policy
     2. Prohibitions
     3. Other Limitations on the Use of Service Contracts
     4. Special Categories of Service Contracts
     5. SIR and Contract Clauses
     B. Clauses
     C. Forms


T3.8.3
Federal Supply Schedule Contracts
November 1997 - Rev. 2


A. Federal Supply Schedules 
     1. General
     2. GSA Advantage
     3. Ordering
     4. Public Announcement
B. Clauses
C. Forms


T3.8.4
Required Sources of Products/ Services & Use of Government Sources
September 2000 - Rev. 2


A. Non-Mandatory Government Sources
     1. General
     2. Excess Personal Property
     3. GSA Stock Items
     4. Federal Supply Schedules
     5. Defense Logistics Agency
     6. Printing and Related Products
     7. Leased Vehicles
          B. Mandatory Government Sources
               1. Requirements
          C. Use of Government Sources by Contractors
               1. General
               2. Authorization
B. Clauses
C. Forms
F. Attachment


T3.9
Resolution of Protests and Contract Disputes
(reserved)

T3.10-1
Contract Administration
September 2000 – Rev. 3


A. Contract Administration 
     1. Contract Management
     2. Basic Responsibility for Contract Administration
     3. Assignment of Contract Administration
     4. Communication with Vendors
     5. Use of Government Excess Equipment
     6. Contract Modifications and Changes
     7. Suspension and Stop Work Orders
     8. Notation and Change of Name Agreements
     9. Contractor Performance Measures
     10. Contract Files
     11. Contract Closeout
B. Clauses
C. Forms


T3.10.2
Subcontracting
July 1996


A. Subcontracting 
     1. Consent for Subcontract
     2. Contractors’ Purchasing Systems Reviews
     3. Definitions
B. Clauses
C. Forms


T3.10.3
Government Property
May 1997


A. Government Property
     1. Applicability
     2. Responsibilities
     3. Official FAA Property Records
     4. Types of Property Provided to Contractors
     5. Contractor Use and Rental of Government Property
     6. Contractor's Property Control system
     7. Relief from Responsibility
     8. Reporting, Redistribution, and Disposal of Contractor Inventory
     9. Inventory Schedules
     10. Scrap
     11. Recovering Precious Metal
     12. Screening of Contractor Inventory
     13. Report of Excess Personal Property (SF 120)
     14. Donations
     15. Sale of Surplus Contractor Inventory
     16. Exemptions from Sale by GSA
     17. Destruction or Abandonment
     18. Removal and Storage
     19. Special Storage at the FAA's Expense
     20. Subcontractor Inventory
     21. Accounting for Contractor Inventory
     22. Definitions
B. Clauses
C. Forms


T3.10.4
Quality Assurance
March 1997 - Rev. 1


A. Quality Assurance 
     1. Objectives
     2. Responsibilities
     3. Levels of Quality Requirements and Standards
     4. Acceptance
     5. Warranties
     6. Government-Industry Data Exchange Program
     7. Considerations for use of Clauses
     8. Year 2000 Compliance
B. Clauses
C. Forms
D. Appendix


T3.10.5
Product Improvement/Technology Enhancement
June 1996


A. Product Improvement/Technology Enhancement 
     1. General
B. Clauses
C. Forms


T3.10.6
Termination of Contracts
June 1996


A. Termination
     1. General Guidance
     2. Termination for Convenience of the FAA
     3. Termination for Default
     4. Definitions
B. Clauses
C. Forms


T3.10.7
Extraordinary Contractual Actions
June 1996


A. Extraordinary Contractual Actions
     1. Authority
     2. Guidance
     B. Clauses
     C. Forms


T3.10.8
Single Process Initiative
February 1998


A. Single Process Initiative
     1. Background
     2. Process
B. Clauses
C. Forms


T3.10.9
First Article Testing
June 1998


A. First Article
    1. General
    2. Minimizing Risk
    3. Testing and Approval
    4. Waiving First Article
    5. Coordination
    6. Changes
B. Clauses
C. Forms


T3.11
Transportation
(reserved)

T3.13.1
Administrative Matters
August 2000 - Rev. 11 


A. Administrative Matters 
     1. Procurement Instrument Identification Numbering (PIIN)
     2. Contract Format
     3. Approval of Contract
     4. Contract Award Notification
     5. Congressional Affairs Notification
     6. Federal Procurement Data Systems (FPDS)
     7. Record Requirements
     8. Records Retention
     9. Classified Acquisitions
     10. Printing/Copying Double Sided
     11. Annual Procurement Forecast
     12. Reports
     13. Procurement of Training Services That Cross Fiscal Years
     14. FAA Sponsored Conferences, Seminars, and Workshops
    15. Use of Appropriated Funds to Purchase Business Cards

     16. AMS/ACQUIRE Terminology Cross-walk

     17. Personnel Security Program (Added 03/2000) 

     18. Contractor attendance at FAA-Sponsored Training
B. Clauses
C. Forms
D. Appendix


