DEPARTMENT OF THE ARMY

NATIONAL TRAINING CENTER AND FORT IRWIN

FORT IRWIN, CALIFORNIA 92310-5095

SFCA-SR-IR

STANDARD OPERATING PROCEDURE

FOR

ACQUISITION COMMAND

CONTINGENCY CONTRACTING OFFICERS

1-1  PURPOSE:  The purpose of the Standard Operating Procedure (SOP) document is to assist Contingency Contracting Officer's (CCO's) in understanding their duties and responsibilities, and to identify what assistance, assets, and challenges they can expect while training at the National Training Center, Fort Irwin, California.

1-2 SCOPE:  This SOP outlines the various CCO functions, assigns responsibilities, and provides guidance for successful operation of the CCO program.

1-3  APPLICABILITY:  These procedures are applicable to all Contracting Officers, Contract Specialists and CCOs engaged in assistance to or functions of the CCO at the National Training Center (NTC), Fort Irwin, California.

1-4  REFERENCES:

        a.  Federal Acquisition Regulation (FAR);

        b.  Department of Defense Supplement to the FAR (DFAR);

        c.  Army Supplement to the FAR (AFAR);

        d.  Forces Command Supplement to the FAR (FFAR);

1-5  PROCEDURES:

        a.  Prior to Deployment

             (1)  Upon request by the CCO or his representative the AQCMD CCO Coordinator or their alternate will provide informational packet attached to this SOP and any other assistance that is required.

              (2)  The Rotational Unit (RU) will process all requirements through their DRM, or unit comptroller, for preparation and execution of a Military Interdepartmental Purchase Request (MIPR) to the NTC Directorate of Resource Management (DRM).

             (3)  The CCO will receive and consolidate ALL units' requirements.

         b.  Inprocessing

             (1)   The AQCMD CCO Program Manager or alternate will:

                    (a)  Issue a key to building 505 that is not to be shared with anyone else. 

                    (b)  In-Brief the CCO and provide office space in building 505, room 13 or designated cubical space.  It will be equipped with a Laptop computer with E-mail and Internet capabilities, MS Office 97, and SPS/PD2, a class A telephone, 760-380-3852, 760-380-4472, or 760-380-5007, DSN 470, with answering machine, a desk w/o lock, three chairs and a storage cabinet w/o lock.

                    (c)  Show where the requirements contracts are and provide information about how files are organized.  Currently there is only one and it’s use is mandatory and it does not contain line items for additional parts and/or supplies.

                             DAKF04-01-D-0007 for Portable Chemical Latrines with Vantex.

             (2) The AQCMD System Administrator will provide CCOs PD2 and any system passwords required.

             (3) The NTC DRM will establish a unit DODDAC and APC for the RU to use while training at the NTC.  They will ensure NTC assets satisfy rotational requirements to the maximum extent possible.  The DRM will then execute a DA Form 3953, Purchase Request and Commitment (PR&C), for requirements in excess of $2,500.00, process them for local purchase and forward to the AQCMD.  Requirements under the micro-purchase threshold will be the unit's sole responsibility and will not be processed through the AQCMD.  

        c. Out-Processing -

(1) The CCO will not be released from his/her duties until the following items have been completed:

(a)  Ensure that all leased equipment is removed from the NTC boundaries.

                   (b) Make every effort to finalize all orders and claims prior to departure.

                   (c) After ALL contract actions are completed, DD350s finished and claims settled, CCO will provide the AQCMD CCO PM or alternate the following:

                          i.  Spreadsheet of all contract actions (list of all PO/DO/mods/claims/card purchases) and status of each;  
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                          ii.  Completed CCO Clearance Form to show home station and address, telephone number, and email address of CCO and CCO's supervisor.

                          iii. After-action/Lessons Learned Report. 

                   (c) Return building key to the AQCMD CCO PM or their alternate.

             (2) The AQCMD CCO PM or alternate will coordinate the resolution of any unsolved issues or problems after the CCO departs.

             (3) The DRM will:

                    (a) Process certified receiving reports received from the CCO and process final obligations and deduct all expenditures from the MIPR.

                    (b) Return any funds remaining to the unit's home station.  Funds will be retained to settle unresolved claims.

1-6 RESPONSIBILITIES

        a.  The Contingency Contracting Officer (CCO) should be apprised of the seriousness of the mission.  This program is to train and provide experience for CCOs for deployment and can be effective only if contracting rules and regulations are followed (FAR, AFAR, FFAR, FORSCOM Reg 350-50-1 and NTC Acquisition Command Policy).  This is not a contingency situation, even though you are training for one.  All regulations/guidance must be adhered to during rotational training at the NTC Acquisition Command (AQCMD).  Funding must be received prior to obligation of funds for all requirements.  Only a warranted Contracting Officer (KO) has the authority to obligate Government funds.

        b.  The CCO should have the following qualifications:

             (1) Contracting Experience, especially with simplified acquisitions.

             (2) Commissioned or Non-Commissioned Officer or Government Contracting Employee;

             (3) DAWIA Level 1 Certification.

             (4) Experience with Department of Defense Software, "Procurement Desktop - Defense".
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             (5) Warrant for $100K-- there are contracting officers at the National Training Center (NTC), Fort Irwin AQCMD to assist in case the CCO is not warranted.

        c.  The CCO is required to be available 24 hours a day.  Therefore, a vehicle and a cell phone/pager are highly recommended.  It is also recommended the CCO have a laptop computer and a digital camera for use in recording the condition of leased vehicles and equipment upon delivery and turn-in. 

        d.  The CCO or rotational unit representative will make micro purchases with their Government credit card.  It is recommended that CCO's also use their card as a payment tool to speed up contract closeout and the clearing process prior to their departure from NTC.

        e.  CCOs should arrive at the NTC early enough to establish all contracts required to support the rotation and remain long enough to complete all close-outs and information required for Out Processing.

        f.  The CCO is the focal point for all purchasing and contracting support for the rotational training units and serves as a liaison between the rotation, AQCMD and all vendors.  The duties include the following:

             (1) Conducting all pre-award procedures (e.g., market research, solicitation, evaluation and award, if warranted, of offers).

             (2) Conducting all post-award procedures (e.g., modifications, claims and close-out);

             (3) Observing NTC naming convention for folders:  "DABK17-03-M-0010 Cranes"  (no "P" orders;

             (4) Ensuring that the contractors train soldiers on leased equipment operation.

             (5) Documenting problems with contractor, quality, service, delivery, etc.

             (6) Reviewing contractor invoices for completeness and accuracy.

             (7) Ensuring Defense Finance and Accounting (DFAS), if payment is to be made by them, receives receiving reports and contractor invoices by checking DFAS Vendor Pay Website, www.DFAS.mil/money/vendor;

      g.  LEASED EQUIPMENT

             (1) Prior to NTC Deployment, CCOs should establish rotational unit procedures in support of leased equipment for the following:
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                     (a) Receipt and Turn-In of Leased Equipment;

                     (b) Joint, Contractor/Government Equipment Inspection and Documentation-- a sample is provided in the CCO packet provided in the attachment.

                (2) The terms and condition for contracts for leased vehicles should reference, or be tailored after, those of the U.S. Government Car Rental Agreement of the Military Traffic Management Command (MTMC).  The AQCMD CCO PM has a copy.

                (3) As timely as possible, CCOs should report and document lost, damaged or destroyed leased vehicles or equipment and process and resolve all claims received.  All vehicle claims shall be processed IAW the MTMC terms mentioned above and must have documentation proving fair and reasonable pricing.

      c.  CATERED MEALS

            (1) Catered meals are only authorized for the Southern California Logistics Airport (SCLA) and Yermo.

            (2) Prior to NTC Deployment, CCOs should coordinate catered meal requirements for Army personnel deployed to NTC for training from FORSCOM G4, and process them through the NTC Food Advisor, Mr. Joaquin Ulloa, joaquin.ulloa@irwin.army.mil, phone 760-380-3839.

      d.  MISCELLANEOUS

             (1) All orders are to be written in such a way that it will be very clear to any individual who must modify a contract after the CCO has departed Fort Irwin what prices and for what duration was agreed upon by the contractor and the CCO.  FOR EXAMPLE:  If the CLIN states unit of issue 1 LOT $1,080.00 for rental of 8 PAX vans, it must be very clear what price to add if any additional services were required.    

Increase BY $2,410.00, FROM $1,080.00, TO $3,490.00 as detailed below:

2 months X $925/mo =  $1,850.00

6 weeks X $240/wk   =    1,440.00

5 days X $40/dy         =       200.00
                                       $3,490.00

             (2)  Final modifications issued to either increase, or decrease, dollars are to have the following statement IAW FAR 43.204(c): 
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"In consideration of this modification, agreed to herein as complete equitable adjustments for the contractor's (invoice) (proposal for adjustment) dated ___________, the Contractor hereby 

releases the Government from any and all liability under this contract for further equitable adjustment attributable to such facts or circumstances giving rise to the proposal for adjustment."

             (3) CCOs departing building 505 after the normal workforce has left the building, are responsible to lock the deck (front) door and then exit and lock the South Loop Road (rear) door.  

      e.  DD350 ISSUANCE - On orders over $25,000.00, it is required that a DD350 be issued.  This should be done as soon after release of the order as possible.  No CCO will be cleared from AQCMD, Fort Irwin, until these reports have been issued, printed, signed and placed in the file folder.









//s//







Anthony J. Nicolella







LTC, AR







Commander, NTC Acquisition Command
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