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To:

Deputy State Directors and Field Office Managers

From:

State Director

Subject:
Procurement Roles and Responsibilities

The review of the Acquisition program conducted by the Washington Office identified a need to reiterate the procurement roles and responsibilities within the State.  All offices must ensure that personnel within their jurisdiction are made aware of the proper procedures, roles and responsibilities for processing procurement requests.

To initiate a Procurement Request (PR), requisitioners should use the Interior Database Electronic Acquisition System (IDEAS) or prepare a Form 1510-18, “Requisition/Oral Order”.  All PR’s for supply requirements, between $2,500 and $25,000, when competition can be solicited orally (over the phone), should include the following information:

1. Approval signature of the appropriate management official.

2. Funding data (The funding data must include the fiscal year, state and office codes, sub-activity, program element, object class, project code if applicable, and total amount of funding available for the requirement).
3. Item description (Include as much nonrestrictive information as possible).
4. Quantity and unit(s) required. 

5. Source of supply, if known.

6. Delivery address.
7. Required delivery date.     

All acquisition awards and modifications must be supported by an approved PR.  Any additional funding remaining on the PR when the initial order is placed can not be used to fund additional work or supplies.  Modifications to orders will require a new requisition with new funding.  All requirements forwarded to the USO, Branch of Administration (UT-952), from Field Offices must be approved by the Support Group Supervisor, Administrative Officer (AO), or Program Manager who will be responsible for 
ensuring that all PR’s include the required budget, property, and IT reviews and approvals.  PR’s from State Office personnel must be approved by a supervisor and include the required budget, property, and IT reviews and approvals before they are forwarded to the acquisition staff.  Incomplete PR’s will be returned to the originator.  The acquisition staff will not make changes to PR’s based on phone calls or email messages. The following two websites can be referenced for budget related questions:  http://www.wo.blm.gov/abc/Index_Other.htm and http://web.wo.blm.gov/wo880/handbook/handbook.htm.  
Requirements for services exceeding $2,500, or construction exceeding $2,000, are more complicated and require more detailed information.  In addition to the data required above, PR’s must include the name and job title for the Contracting Officer’s Representatives (COR’s).  The PR’s must also include the following supporting data (as applicable):

1. Name and job title of Project Inspector (PI).

2. Statement of Work/Specifications.
3. Drawings/Illustrations.
4. Work location maps.
5. Schedule of items.
6.  Wage rates or list of required job classifications.

7.  Itemized Government cost estimate.
8. Justification for noncompetitive procurement (JNCP).
9. Any required special provisions.
10. Justification as to how the rate of liquidated damages was determined.

11. Justification if contractor-furnished materials (CFM) are specified for a fence construction.
12. Technical Evaluation Criteria.

13. Names and job title of Technical Proposal Evaluation Committee members.

14. Identification of technical information required from contractors in their response to the Government solicitation.

15. Other supporting data necessary to prepare the Request for Quotation (RFQ).

Acquisition personnel will review purchase requests for thoroughness, accuracy, and compliance.  Minor errors or omissions in description of requirements can be corrected by procurement personnel after consulting with the requisitioner.  However, requests with inadequate information or obviously substandard quality will be returned to the originator for correction.   
Acquisition personnel are responsible for obtaining telephone quotes, preparing the solicitation package, selecting the appropriate acquisition instrument, evaluating Justifications for Non-Competitive Procurements (JNCP’s), making determinations of price reasonableness, exercising general business judgment, and making binding obligations on behalf of the Government.  Procurement personnel are also responsible for submitting all eligible announcements, solicitation and award documents to the Department of the Interior Electronic Commerce website.  
Acquisition personnel must also look for service contract requirements which could be solicited as Performance Bases Service Contracts (PBSC).  The DOI has issued a goal for Bureaus to have 30% of all eligible service contracts awarded as PBSC’s in FY 2004.  The Advanced Procurement Plan should be reviewed to identify potential PBSC requirements.  Program Officials should be approached by SO and FO acquisition personnel during the procurement planning stages to convert existing service contracts into PBSC’s.  Sample PBSC’s will also be placed on the BLM Utah Acquisition webpage at:  http://www.utso.ut.blm.gov/admin/purchasing.htm. 

Requisitioners should understand that their role is to identify their requirement, plan to allow adequate lead time for processing, and provide technical information necessary to assist procurement personnel in preparing the solicitation.  Requisitioners are also responsible for getting the required budget approval in IDEAS in addition to property and IT approvals, as required, before the PR’s are forwarded to the acquisition staff.  PR’s which appear to need IT or property approvals will be returned to requisitioners for the required review and approvals.  
Use of the Interior Database Electronic System (IDEAS), program is required for forwarding procurement requests to procurement personnel in the State Office.  The new DOI Financial and Business Management System (FBMS), will also require use of line item funding and commitment accounting procedures, which will be implemented using existing automated systems, effective October 1, 2004.   Further instructions from WO on these procedures are pending.  Open Market requirements which exceed $100,000 will need to be forwarded to the National Business Center, through the USO, Branch of Administration, (UT952), by use of the IDEAS program.

The improper commitment of Government funding by non-procurement personnel is the responsibility of the employee who authorized the transaction.   There is a process described in BLM Manual 1510-1.650 by which improper commitments can be ratified.  However, the process is lengthy and time-consuming.  Employees should be aware that, should they make an improper commitment of funds, they may have incurred a personal debt which may not be repaid by the BLM for the goods, services, or construction ordered.  Please contact Ray Holmes, Procurement Analyst at (801) 539-4172, if you have any questions.  
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Authenticated by:
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Rosie Geren

Acting State Director






Records Manager
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