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.01 Purpose This Manual Section provides the Bureau of Land Management (BLM) policy and
guidance to supplement the Federal Acquisition Regulation (FAR) and the Department of the
Interior Acquisition Regulation (DIAR). An Agreements Guide and Buying Made Easy Guide
are available on the web (see BLM acquisition home page).

.02 Objectives Acquisition suppds the Bureau’s méson by serving ctismers' needs wiith

legal guidelines, applying sound business judgment, innovative thinking, teamwork and
adaptability. Thebjective of the@uisition functioris to help achievthe performaregoals

of the Bureau. Acquisition personnel effectively and efficiently support their customers by using
the guiding principles and performance standards in FAR, Part 1.

The acquisition sysm must be manades a collaborate effort amongnanagers,
requisitioners, reviewers and acquisition personnel. The role of the acquisition team is discussed
in FAR, Part 1.

.03 Authority.

A. Federal Property and Administrative Services Act of 1949, as amended (FPAS Act).

B. Federal Acquisition Regulation (FAR), Title 48, Chapter 1, Code of Federal
Regulations.

C. Department of the Interior Acquisition Regulation (DIAR), Title 48, Chapter 14, Code
of Federal Regutmns.

D. Special statigend executivesrders affectertain areasf Federal acgsition. These
statutes and executive orders are clarified by decisions of agency contrats bppeds, the
Comptroller Genal (General Acounting Offie (GAQ)), and té courts.

.04 Responsibility

A. The Assistant Director, Business and Fiscal Resources is delegated Head of the
Contracting Activity (HCA) authority from the Department Procurement Executive (see FAR
2.1, DIAR 1402.1).

B. The Bureau Procurement Chief (BPC) is the senior GS-1102 official designated by the
HCA. The BPC is redelegated HCA authority as authorized in the DIAR and is the Bureau’s
Competition Advocate (see FAR 6.5).
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C. Office heads (State Directors, Field Office Managers, Center Directors, WO Assistant
Directors) are responsible for:

1. Supporting the gaisition procesd)y requiring adguate managemeaoontrols,
advance planning for important projects, supporting socioeconomic programs, and assuring that
program managers fulfill their role (adequate lead times, complete and clear description of
needs).

2. Ensuring that all employees involved in acquisition receive required training.

D. Chief of the Contracting Office (CCO) responsibilities are described throughout the
DIAR and this Manual Section. The CCOs are:

1. The Procurement Analyst for the State Offices and the National Interagency Fire
Center (NIFC), except Oregon.

2. The Chief, Branch of Procurement Management, in the Oregon State Office.

3. The Group Administrators of the operational procurement groups at the National
Business Center (NBC).

4. The BPC in the Washington Office.
E. The Contracting Officer’'s (CO) responsibilities are described in FAR Part 1.6.

F. The Contracting Officer's Representative (COR) is appointed by the CO to perform
delegated contract administration duties in accordance with DIAR 1401.670.

G. Purchase Card and Convenience Check Users (micro purchases only). Employees who
are authorized to use purchase cards and convenience checks must followeither@soc
contained in Manual Section 1512, Charge Cards and Convenience Checks for Travel, Purchase,
Fleet and Uniforms

H. Requisitioners are responsible for preparing the requisition correctly and completely;
requesting only seices and goodsegessary for @itial Governmat business and oliéng all
required progrma approvals.
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I. Approving Officials approve requisitions and are responsible for assuring funds are
available for the purchase, the work is necessary to carry out the BLM’s mission, and required
program approvals have been obtained.

J. Reviewing offials for purchas card and conwénce check ansactions aresponsible
for ensuring that employees are trained, submitting applications, establishing dollar limits, and
meeting time frames for reviewing statements. Reviewing officials monitor employee use and
take appropriate action for misuse. The Reviewing Official assures funds are available for the
purchase, worls necessary taoy out the Burgu’s mission, ancequired progma approvals
have been obtained.

.05 References The primary soges of refengce are the FARhe DIAR, this Manua
associated BLM Handbooks and Guides, in that order.

.06 Policy.
- Guiding Principles

A. Follow the guiding principles and performance standards in FAR, Part 1.

B. Implement the Partment and the B strategic acgsition goals and meares.

C. Verify perfanance against glsaand measures.

D. Improve performance.
.07 File and Records Maintenancinstructions for file distribution and disposal are contained
in FAR, Part 4. Instructions on disclosure of acquisition information are contained in FAR
Parts/Subparts 3.1 (Protection of Source Selection Information), 5.4 (Requests for Information

From the General Public and Members of Congress), 15.10 (Notifications to Offerors and
Debriefings), and 24 (Protection of Privacy and Freedom of Information).

.08 Organization of Manual SectiorThis Manual Section 1510 uses the FAR format as
required by FAR 1.3. The FAR is contained in 48 CFR Chapter 1 and is available on the
Internet at http://www.arnet.gov/far.

1510-1 Federal Acquisition Requlation System

1510-1.3 Agency Acquisition Requlations

BLM MANUAL Rel. 1-1664
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1510-1.301Palicy.

A. This 1510 Manual Section contains Bureau acquisition policy. It is supplemented by
Handbooks, Guide to Agreements, Buying Made Easy Guide, and Manual Section 1512, Charge
Cards and Convenience Checks for Travel, Purchase, Fleet and Uniforms. The BLM Manual
supplements, but does not change, the intent of higher level regulations.

B. Releases in FARrfoat are prefigd with the numbet510, followed by th FAR part,
subpart, section, and subsection number of the material which is being implemented. See FAR
1.105-2 for an explanation of the FAR numbering system. As an example, the subject "Mistakes
in Bids" is covered in FAR section 14.407. At the subsection level, FAR 14.407-2 covers
"Apparent Clerial Mistakes.” In imjgmenting this subg, the official Rireau designatiois
1510-14.407-2. Tdre are furthesubordinate FARgragraphs. Hoswer, it is impossilel to
correlate the material in this Manual to that in the FAR at the subparagraph level.

Therefore the headings in this Manual only follow the FAR format to the subsection level.
Subordinate pagaaphs in this manu#ollow the BLM Manwal paragraph idgification system
le.,
A. through Z.
1.
a. through z.

@

It is not necessary to implement each subsection of the FAR. Therefore there are breaks in the
numbers of the pagraphs of this Maual.

C. Supplementing. Wh it is necessato supplement (i.eadd a subject hoovered in
FAR), the FAR part number with the "70" series added will be used. For example, 1510-3.70
covers contras with former Govexment employeesvhich is not discised in the FAR.

D. Page numbering. Each page is numbered in the same way as all BLM Manual pages.

1510-1.4 Deviations
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1510-1.403Individual Deviations Uniformity in the acquisition process should be maximized.
Requests for deviations from FAR, DIAR, or this Manual must be forwarded to the BPC (WO-
850).

1510-1.404Class Deviations Requests for shaleviations must blerwarded to th&PC
(WO-850).

1510-1.6 Contracting Authority and Responsibilities

1510-1.601General Director and Assistant Director, Business and Fiscal Resources have
unlimited acquisition authority. The Department of the Interior Contracting Officers Warrant
System (COWS) Manudescribes the flicies, standasl and exemptionsf warrants.

1510-1.602Contracting Officers

1510-1.602-1Authority.

A. Contracting Officers. COs shall not exceed the limits of their warrants or the dollar
amounts delegated to the office (as stated in FAR 1.671).

B. Redelegation of Contracting Officer Authority. Signature authority of a CO warrant
may not be redelegated.

C. Deviations to the COWS Manual.

1. Incident Contracting Officer (ICO). A special warrant for Emergency Equipment
Rental Agreements may be issued to employees after completion of the ICO training course.

2. Emergency Incidents. During emergency incidents, the CO has three times the dollar
limit stated on theiwarrant.

D. Authority for @her AcquisitionRelated Activitis.

1. Membership in Asciations. Appning officials shih approve membships in
associations, sgaties or other ganizations prioto obligation of fuds. The membershipust
be in the name of the BLM, not an individual employee (5 U.S.C. 5946). Approval of
memberships is appropriate only when the primary purpose is to obtain a direct benefit to the
Government, necessary to the accomplishment of the functions or activities for which an
appropriation has been made (52 Comp. Gen. 496).
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2. Promotional and Informational/Educational Materials. See Appendix 2 for the
Bureau's policy opurchase of sticmaterials.

1510-1.602-3 Ratification of Unauthorized Commitments.

A. Ratification Requs. To rectify an unauthorized purchase, the employee who made the
commitment must prepare a request for ratification and send it to the official delegated
ratification review authority under 1.602-3.B. If the ratification request is not approved, the
employee who made the commitment may be held personally liable for payment. The request for
ratification must b submitted within 1®orking days aftenotification thasuch a request is
required. Theaquest for ratifation must includéhe following:

1. The identification of the individual who made the commitment, and a description of the
circumstances that led to the unauthorized action.

2. A description of the work, a statement of whether the company has commenced or
completed performance, and grounds for considering the work to be of benefit to the
Government, not the individual.

3. The criteria by which the vendor was selected and the estimated or agreed upon price.

4. A verification that funds are available and that funds were available at the time the
unauthorized commitment was made.

5. A determination as to whether the price is fair and reasonable and a rationale for that
determination.

6. Attachments to this memorandum should include:
a. A completed, approved requisition.
b. A copy of the commitment document, i.e., letter, order form, etc., if applicable.

c. The original invoice(s), if applicable.
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B. Ratification Authoity.

1. CCOs are delegated authority to ratify unauthorized commitments up to the office
acquisition authority.

2. The BPC is delegated authority to ratify unauthorized acquisitions above the office’s
authority.

C. Redelegation These authorities may not be redelegated.

D. Ratification Document The official isging ratificatios must document théef in
accordance with FAR 1.602-3(c). Concurrence by the Center or State Director igdrequire

E. Ratification PaymentTo the maximum extent practicable, payment should be made by
purchase card or convenience check. For ratifications paid by other tharspuratthor
convenience atk, the ratifiation document is séto the Group Admistrator, Payments
Group (BC-630), NBC. To facilitate tracking, a Federal Financial System (FFS) document
number is assigned. The document type is "M". Ratification documents should be filed
separately to facilitate review. A copy of the ratification document for all ratifications
exceeding thewrent competitio threshold of $2(8 shall be sent toelBPC.

F. Disciplinary Action The ratifying official may recommend disciplinary action where
circumstances warrant, e.g., a highly inappropriate incident, or a series of unauthorized
incidents.

1510-1.603Selection, Appointment and Termination of Appointment

A. An electronic copy of the warrant application form, training summary, and instructions
are available on the BLM Acquisition Internal Web page
(http://158.68.2591/natacq/natachtml). Complete #happlication andend electronaly to
your CCO for submission to the BPC. The BPC will verify data in the application against the
standards in the COWS Manual. If the standards are met, the warrant will be sent through the
CCO to the requestor. If the standards are not met, the CCO and requestor will be notified.

B. CCOs must ensure maintenance training is completed for warranted personnel.

C. CCOs must notify the BPC when a warrant must be canceled, due to reassignment of the
individual to another position, termination of appointment, or other reason.
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D. CCOs must recommend and provide facts and rationale to the BPC for warrant
termination for cause. CCOS are authorized to suspend a Contracting Officer's warrant pending
completion of corrective action(s) or while investigating procurement abuses or other potential
causes(s) for warrant termination. If the CCO is not the supervisor, the supervisor will provide
the information to the CCO.

1510-1.603-3Appointment Purchase card and convenience check holders will be appointed by
the Agency/Office Program Coordinator’'s (A/OPC) approval of the application for cards and/or
checks.

1510-1.670Training, Appointrent, and Termirtaon of Appointment bContracting Ofiters’
Representatives

1510-1.670-2COR Certification Rygrams

In compliance with DIAR, the BLM has developed a Web-based program for monitoring COR
Certifications. The CCO or designee is the System Administrator (SA). The SA must enter
training information for all COR certifications using the “SYSTEM ADMINISTRATOR
INSTRUCTIONS” posted on the BLM Acquisition Internal Web page.

COs will assign COR dus only to individual whose name anértification inbrmation is in
the data base.

Any BLM employee may review COR certification status by using the “USER
INSTRUCTIONS” posted on the Acquisition Internal Web page.

1510-1.670-700rdering

COs are authoregd to redelegati® CORs authority to pte orders agsst fixed price idefinite
delivery contracts which they administer. The delegation may be in memorandum format and
must meet the folloiwg conditions.

A. The COR shall ceive individualzed instructionrbm the CO on the ctmact.

B. The CO shall develop procedures for issuance, coordination and maintenance of required
documentation ohe orders. The pcess must includeeeping the CO uptid on dollar totals
and assuring funds are properly obligated and contract maximum order limitations are not
exceeded.
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1510-1.671 Delegation to Office.
A. The NBC is delegated the following levels of acquisition authority.

1. Established Sources: Unlimited.

2. Open market sources: Unlimited.

3. Interagency agreements: Unlimited.

4. Lease acquisitions for general purpose office space: Unlimited pursuant to General
Services Administition (GSA) delegtion of authoritfSee 1510-70 fquolicy related tdease
acquisitions.)

B. Oregon State Office is delegated the following levels of acquisition authority:

1. Established Sources: Unlimited.

2. Open market Information Technology: $100,000.

3. Other open market sources: Unlimited.

4. Interagency agreements: Unlimited.

5. Lease acquisitions for special purpose space: $25,000

C. State Offices (except Oregon), NIFC, and Washington Office are delegated the
following levels of acquisition authority:

1. Established sources: Unlimited.

2. Open market soas: $100,000, pvided that simplifd acquisition predures in
FAR, Part 13 are used. This does not prohibit the use of other FAR, parts to increase the
efficiency andjuality of the aagjsition (see FAR Paid3.003(h)). Th&BC will process all
cost-type actions and actions less than $100,000 to be accomplished solely under the procedures
in FAR Part 14 or 15. State Offices without a Procurement Analyst are limited to $25,000.
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All recurring needs in which the statewide total amount of the acquisition for a minimum of 3
years exceeds $100,000 shall be submitted to the NBC for acquisition.

3. Interagency agreements: Unlimited.
4. Lease acquisitions for special purpose space: $25,000

D. Redelegation to Field Office. SDs may redelegate to Field Office Managers the
following levels of acquisition authority:

1. Established sources: Unlimited.

2. Open market soas: $100,000, pvided that simplifd acquisition predures in
FAR, Part 13 are used. $100,000 authority shall be redelegated to Field Offices only to the
minimal level needed to provide effective and efficient acquisition support as required in Part IV
of the Department of the Interior Contracting Officer Warrant System Manual. This does not
prohibit the use of other FAR, parts to increase the efficiency and quality of the acquisition (see
FAR, Part 13.003(h)). The NBC will process all cost-type actions and actions less than
$100,000 to be accomplished solely under the procedures in FAR Part 14 or 15 for all states
except Oregon and Washington. The Oregon State Office will process these transactions for the
offices in Oregon and Washington. Field Offices without a State Procurement Analyst are
limited to $25,000.

3. Interagency agreements: $25,000
4. Lease acquisitions for special purpose space: $25,000
E. Format of Redelegations. Field Office Supplements to BLM Manual. Use this method
to redelegatelleoffice acquidiion authority. Fielabffice supplemets may also be uséal

delegate authity to positions, as gmsed to individuals

1510-1.70 Acquisition Reviews

1510-1.7001-2Leqgal Review by the Office of the Solicitor

A. Agreement. The CCOs for the NBC and the Oregon State Office are responsible for
negotiating an agreement for legal review with the appropriate Regional Office of the Solicitor.
The BPC shall review these agreements.
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B. Contents of Agreement. The agreement shall require review of:

1. Arepresentative sampling of different types of Invitation for Bids (IFB), Request for
Proposals (RFP), and contracts normally issued.

2. Solicitations and contracts which involve new legal or policy interpretations, or
deviation from normal acquisition techniques and procedures.

3. Final decisions by COs under the Disputes clause, which are unfavorable to the
contractor.

4. Solicitations and contracts which contain significant new special provisions not used
before.

C. Review of Agements. The CCOsrfthe NBC and the @gon State Offie should
review these agements at leaannually to assarthe thresholdsnd scope are didient.

D. Matters relating to the legal review which cannot be resolved, shall be submitted to the
BPC.

1510-1.71Requisitioning

Any BLM employee has authority to initiate a purchase requisition as described in the BLM
Acquisition Handbooks. Heads of offices are authorized to approve, revise, or disapprove
requisitions initiated by employees under their supervision. The approving official's signature
on a requisition certifies the requisition has been prepared correctly, that funds are available for
the acquisition, and that the fund codes are correct. Authority to approve requisitions may be
redelegated. Individuals who are authorized to approve requisitions may also approve their own
requisitions.

1510-2 Definitions Definitions are included in Appendix 1.

1510-3 Improper BusinesBractices and Psonal Conflicts ofnterest

1510-3.1 Safequards

1510-3.104Procurement Intgity.
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1510-3.104-4Statutory and Reted Prohibitions, Résctions, and Redqrements Statutory
restrictions on uauthorized disdsure of propriary and sourcselection informi@on apply to

all employees. An employee should avoid situations where he/she may pass source selection
information to a vendor during a casual or social contact. While the contact itself is not
prohibited, the unauthorized disclosure of the information is prohibited. To reduce the risk of
unauthorized disosure, employeeinvolved in contrés should exerse discretion anavoid
lunches, or other casual or social contacts with competing vendors when the project could be
discussed. Casual contacts could lead to unauthorized disclosure of sensitive information,
subject the empl@e to criminal peadties, and jeopéize the projec

1510-3.6 Contracts with Government Employees or Organizations Owned or Controlled by
Them

1510-3.602Exceptions The use of employee-owned horses does not require HCA approval
(see Manual Section 1113).

1510-3.603Responsibilities of the COThe CO shall submit the written determination required
by DIAR 1403.603 through the CCO to the BPC for review and submission to the HCA.

1510-3.8 Limitation on the Payment of Funds to Influence Federal Transactions

1510-3.804 Policy.The CO shall forwal a copy of conéictor disclosusethrough the CCO to
the BPC

1510-3.806Processing Suspected ViolationEhe CO shall forward reports of suspected
violations throughite CCO to the BPC.

1510-4 Administrative Matters

1510-4.1 Contract Execution Documents shall be numbered as shown in Appendix 3.

1510-4.2 Contract Distribution

1510-4.201Procedures Simplified acquisition instruments shall be distributed in accordance
with the guidancen H-1510-1. Conécts shall be disbuted as follows:
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A. Original. The original shall be maintained by the CO.
B. First Copy. The first copy is sent to the contractor.
C. Third Copy. Theitld copy is sent to thdesignated COR.

D. Additional Copies. Copies may also be sent to receiving officers, State CCOs, project
inspectors, and sureties, as appropriate.

1510-4.203 Taxpayer ldentification Number Information (TLN)

A. To obtain TINs, the following procedures apply:

1. For written solicitations, include the provision required by FAR 4.904. The vendor’'s
TIN must be includeg in the Interior Bpartment Eleobnic Acquisition Sgtem (IDEAS)
vendor record before the record is transmitted to the Federal Financial System (FFS).

2. For orders wieeno written soli¢ations are issuk while discussingrices and terms
with the vendor, request the vendor to provide their TIN and corporate status. Insert the
information in the vendor block of the NBC payment copy.

3. Do not include thEN on other cop®of the order, tasure protectioof this
information.

B. If the vendor will not provide the information, the CO should not delay processing the
award. Insert in the vendor block on all copies of the order document the words "BLM
FINANCE WILL SEND FORM W-9". The NBC Finance Office then requests the information
from the vendor.

C. The NBC Finance Office retains the TIN in its vendor file, therefore only one
submission from each vendor is necessary.

1510-4.8 Contract Files

1510-4.804Closeout of Contract Files

1510-4.804-70Release of ClaimsThe Release of Claims should be used for acquisitions under
the simplified acgisition thresholdSAT) only when the O determines that will add value to
the closeout of sintiied acquisitiors.
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1510-5 Publicizing Contract Actions

1510-5.3 Synopses of Contract Awards

1510-5.303Announcement of Contract Awardslotification must be given to Bureau
Congressional Affairs Officer of every proposed award of contract®3@#),000 and of every
contract modification over $300,000 which will fundamentally alter contract performance
requirements. Notify the Director (600) by electronic mail or facsimile at least 24 hours before
issuance of an award or modification as defined above, using the format described in DIAR
1405.303.

1510-6 Competition Requiments

1510-6.3 Other Than Full and Open Competition

1510-6.302Circumstances Permitting Other Than Full and Open Competition

1510-6.302-7Public Interest Justifications based on the public interest authority shall be
submitted by the CO through the CCO to the BPC.

1510-6.304Approval of Justification If a Commerce Business Daily (CBD) notice is required,
the notice must be reviewed, prior to publication, by the official who is authorized to review and
approve the justification for other than full and open competition.

1510-6.5 Competition Advocates

1510-6.501Requirements The Competition Adwcate for the BLMs the BPC.

1510-7 Acquisition Planning

1510-7.1 Acquisition Plans
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1510-7.102Palicy.

A. Section 501 of the Business Opportunity Development Reform Act (Public Law 100-
656), requires that Federal agencies prepare a forecast ofezkpentract opportunities for the
next fiscal year that small and disadvantaged businesses are capable of performing. The
information is published by the Office of Small and Disadvantaged Business Utilization
(OSDBU) and made available to any small business that requests the publication. P.L. 100-656
requires two separate actions each year.

1. The first is affecast of acqsition requiremeis based on the Rident's Budget,
which is released in January of each year. The forecast consists of an individual listing of
contracts over $100,000, summaries of contract activity over $25,000, and a simplified
acquisition summary. The forecast must be submitted to the Department within 20 work days
after the President's Budget is released.

2. The second is an Advance Procurement Plan (APP) which is due to the Department
within 30 work days after enactment of the annual appropriations act. This is an update of the
forecast using the same reporting criteria.

B. The BLM plans down to the $25,000 level, to assist offices in balancing workload,
identifying opportunities and goals for the various special emphasis programs, and identifying
possible consolideons. The BLM, thafore, require that both the fooast and the APP
contain itemized listings of planned acquisitions over $25,000. Internal planning may be done at
lower dollar levels. Items of supply (e.g., fence posts, wire, seeds, etc.) that can be consolidated
into large volume tys should also be ted regardlessf éhe estimated @b. Planning down to
these levels provides the Procurement Analyst sufficient time to work with managers and users
throughout the statto assure timelycquisition support hin legal constiiats, and to submit
wage rate reasts to the Depanent of Labor. It vil provides the CO me time to assist
requisitioners with development of acquisition strategies, schedules and Statements of Work.

C. Data for the APP shall be entered on a Web-based application which is accessed through
the BLM Acquisition Home Page.

1510-8 Required Sources of Supplies and Services

1510-8.8 Acquisition of Printing and Related SupplieSee BLM Manual Section 1551,
Printing, for Burea regulations andhtesholds for apiiring printing sevices.
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1510-9 Contractor Qualifications

1510-9.4 Debarment, Suspsion and Ineligibity .

1510-9.404-70Parties Excludettom ProcuremérPrograms List of Parties Excluded From
Federal Procureent and Nonprocement Programsx€luded Partiesikt (EPLS) is availale
on the Web atttp://www.arnet.gov.

1510-10 Market Research

1510-10.001Palicy. Conducting market research is a shared responsibility between the
program office with the need and the acquisition staff. Information from the market research
enables the progm office stdfto refine the d@nition of their equirements. Thi@formation is
also needed by the acquisition staff to determine the best approach for making the buy (e.g.,
availability of commercial items and sources, commercial item practices, and terms and
conditions).

1510-11 Describing Agency Needs

1510-11.1Selecting and D&foping Requirentés Documents

1510-11.105Purchase Desgptions for Servie Contracts Performance-Based Service

Contracts (PBSC) work statements should be developed for commercial services which exceed
the SAT. Developm of PBSCs for commeial services leveen $25,000 arnthe SAT is
encouraged whe it is determing to be advantages and cost efféive. Payment to

contractors usmnPBSCs should be basew performancetandards and eeptable quality

levels rather than fixed hourly rates.

1510-11.7 Variation in Quatity.

1510-11.703-70Vvariation in Quanty Clause for Seice Contracts The BLM has received a
FAR deviation to uséne clause titled "&friation in Estimad Quantity”, FAR 5211-18, in
service contracts. The deviation authorizes a variance of up to 20 percent in lieu of the 15
percent variance in the FAR clause, when the clause is used for service contraniesah
when it may be used are:
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- land treatment contracts when payment is measured by acres, hours, pounds, etc.

- equipment rental with operator paid by the hour.

- camp support for surveyors when food and housing is paid by a fixed daily price per
person.

- veterinary services for wild horses when price is based on a fee per horse

The modified clause is titled "BLM - Variation in Quantity (May 1987), 52.211-70."

1510-12 Acquisition of Commeeial ltems

1510-12.2Special Requirenmés for the Acquision of Commercialtems

1510-12.203Procedures for Solicitation, Evaluation, and Award

Oral quotations should be used wherever possible for commercial item acquisitions between the
micropurchase threshold and $25,000. Other tools (e.g., including, but not limited to the use of
oral orders and the Government Purchase Card) are also encouraged when sinqpliéaac
procedures are followed. There is no need for the completion of Optional Form OF-347 or
Standard Form SF-1449, when oral orders and Government purchase cards are used in the
commercial item buy.

1510-12.3Solicitation Provisions and Contract Clauses for the Acquisition of Commercial
ltems

1510-12.302Tailoring of Provi®ns and Clausesifthe Acquisition ofommercial Items

The use of terms and conditions that are not consistent with customary commercial practices
requires approval of a waiver by the CCO. Requests for waiver must be supported with the
documentation outlined in FAR, Part 12.302(c).

1510-12.6 Streamlined Prockires for Evaluson and Solicitatiofior Commercial Ems

1510-12.603Streamlined Solicittion for Commeial Iltems

The CO is encouraged to issue a combined synopsis and solicitation for commercial item buys
exceeding $25,000.

1510-13 Simplified Acquisition Procedures
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1510-13.003Palicy. Only simplified acquisition procedures shall be used in all offices except
the NBC and the Ogen State Office This does not probit the use of othdfAR parts to

increase the Bfiency and gquay of the acquisibn (see FAR Part 1303(h)). The NBQwill

process cost-type actions and actions less than $100,000 to be accomplished solely under the
procedures in FAR Part 14 or 15 (except the Oregon State Office).

1510-13.1Procedures

1510-13.106Soliciting Competition, Evaluation of Quotations or Offers, Award and
Documentation

1510-13.106-1Soliciting Competition

Contracting Officers are encouraged to use the following in requests for quotations (RFQ) when
the requisitioner wants to emphasize past performance as a factor in evaluating and selecting
sources.

"The resultant autract will be plaed with the regmsible firm whosguote is most
advantageous to the Government, price and other factors considered. Otherdiactors f
this solicitation include past performance of the quoter. Past performance information
may be based on the Government's knowledge of and previous experience with the
guoter, or othereasonable basis.

1510-13.106-2Evaluation of guotations or offers

Insert the provisn at 1510-52.2130 in Request for Quies in which theustomer wants to use
past performance as an evaluation factor.

1510-13.3Simplified Acquisition Methods

1510-13.301Governmentwide @nmercial Purclse Card and Conviemce Checks.

A. Manual Section 1512, Charge Cards and Convenience Checks for Travel, Purchase,
Fleet and Uniforms, contains BLM policy and guidance for use of purchase cards and
convenience @tks.
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B. Open market acquisitions above the $2,500 micro-purchase threshold shall be awarded
on an OF-347 with the applicable clauses required by statute rather than the purchase card.
Include FAR clause 52.232.36, Payment by Third Party, as required under FAR Part 32.1110(d)
if the purchase card is to be used as a payment tool for open market orders issued on an of-347.

Civilian Agency Agquisition Letter 99 states that aacgitions above thmicro-purchase

threshold are not exempt from the FAR clauses required by statute. The letter also states that
oral contracts over the micro-purchase dollar threshold, whether paid by chetc&neldands
transfer, or purchase card, are generally not adequate tdoddlersupplies or services to be
purchased andelrights of the p#es.

C. The CO may use the Governmentwide commercial purchase card above the $2,500
micro-purchase threshold to place orders and/or make payments under contractual instruments.
These are contracts, basic ordering agreements and Blanket PurchaseeAty¢BPAS).

These instruments include clauses that are required by statute. Micro-purchases do not require
these clauses as stated in FAR Subpart 13.201(d).

1510-14 Sealed Bidding

1510-14.2Solicitation of Bids

1510-14.20%0licitation MailingLists

1510-14.205-Establishment of Ists The CO should enarage vendor®tregister cenatly
with DOI’s electonic web-boat on the Internetybproviding them aapy of the Electmoic
Commerce (EC) orgach notice dittp://www.blm.gowatacqg/blmoutrétml.

1510-14.3Submission of Bids

1510-14.30Moadification or Withdrawal of Bids
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1510-14.303(b) The receipt required by FAR 14.303 for withdrawal of a bid in person by a
bidder or his authorized representative before the time set for opening should be worded
similarly to the folbwing:

| certify that | am a bona fide, fully authorized (agent for, official of, employee
of, representave of (bidder'ssrame and addreswhose bid submitein response
to Bureau of Land Management Invitation for Bid No.___is scheduled for
opening ondate andoun. | hereby withdraw that bid from consideration.
(name, dateand houy

1510-15Contracting by Negotiation

1510-15.3Source Selection.

1510-15.30Responsibilities

The CO may use the Federal Employee Non-disclosure Statement (lllustration 1) when
establishing a proposal evaluation team.

1510-15.30%Proposal Evaluatian

1510-15.305 (a)(2past Performance Evaluation

The BLM Form 1510-60(A) is recommended for use in competitive negotiated acquisitions
where past pesfmance will be &1 as a sourcelsetion factor &r making best vatiawards.
The BLM Form 1510-6@\) is availableathttp://www.blm.gov/natacgrhe form may be
modified at the discretion of the CO. The CO may use the form for competitive negotiated
acquisitions below the current $1 million threshold.

1510-15.305(a)(4Cost Information

The CO may provide cost information to technical evaluation team members as deemed
appropriate.

1510-15.9Jnsolicited Propasds It is the BLM's polig to inform organiations and individua
of the research and development areas encompassed by the Bureau's missions and to encourage
the submission of unBcited proposal in support of thesaissions.
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1510-15.506Agency Procedures

A. The CCO shall be the contact point for receipt, control, acknowledgment, review,
recommendation, and final disposition of any unsolicited proposal. The CCO may designate a
CO to process a spéc unsolicitedproposal.

B. Recipients of unsolicited proposals shall forward them to their cognizant procurement
office contact point. The contact point conducts the initial review and acknowledgment
described at 1506-1, and attées the data regttion legend cotained at FAR 15.%d) to
each copy of the proposal. The contact point consults with the lead program person to determine
initial interest in the unsolicited proposal, including availability of funds. If the proposal
exceeds the office procurement authority, the proposal shall be transferred to theustciga
office (NBC or OR) for further processing. The CCO or designee at the actual buying office
will then become the point of contact for the proposal. If the proposal merits a full evaluation,
an evaluation committee similar to a Technical Proposal Evaluation Committee (TPEC) shall be
convened. Membership shall include individuals with the appropriate scientific, technical, and
socioeconomic expertise. The evaluation shall be conducted using TPEC procedures as deemed
appropriate by the point of contact or designee. (See FAR 15.609(f)(3) if a non-Government
evaluator is used).

C. Decision by the o of Contact.

1. The contact point or designee reviews the recommendations resulting from the
technical reviee and makes a diston on the dispositioof the proposal.

2. If the CO and the appropriate reviewing official (see 6.304) approve the justification
for other than fihand open compeion, the programelad preparesraquisition to initige
procurement action.

D. Disposition of Proposals. The CO proceeds with negotiation and award of the contract
if a positive decisn is made. If nothe CO advises thdferor of the BIM's decision in
writing, with reasons. Unsuccessful unsolicited proposals must be returned to the offeror.

1510-16 Types of Contrast

1510-16.5Indefinite-Deivery Contracts

1510-16.5050rdering
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1510-16.505(bPrders under mtiple award con#cts

(4) The clause at 1510-52.216-70 shall be used in multiple award delivery order or
task order conticts. The CCO of theLM Procurement @ice that awads the contract is
designated as tlmmbudsman. The oméésman shall insurthat contractarare afforded fair
opportunity to be awsidered for detery orders orask orders congent with the proadures in
the contract. If the CCO finds that a fair opportunity has not been provided, the CCO may:

() Recommendexhate placenme of the task ords,

(i) Reassign the contract, or

(i) If other agencies are authorized to order from the contract and do not follow
the procedures in the contract to afford the contractors a fair opportunity, recommend that the

CO limit or rescind the other agency’s authority to place orders.

1510-17 Special contracting methads

1510-17.50@cope of subpart

(a) Intra-agency agreements are processed in the sameananeeagency
agreements (I1A).

1510-17.50Peterminationsrad findings requeaments

(a) A format fa Determinationrad Finding (D&F) foran Economy Act aler is
found in lllustration 2.

(c) The D&F shall be signed by the CO. Approval by the CCO is required for
actions exceeding the office’s procurement authority, and by the BPC for actions exceeding
$500,000; both thetlolds being cumutiae for the lengtlof the agreemén
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1510-17.5040rdering procedures

(b) The BLM Form 1681-3, Reimbursable Work Authorization (RWA), Inter-
Agency/Intra-Agency Agreement shall be used as the cover page foreelremts. The
exception is for one-time order for supplies or services furnished by another agency that are
ordered on another form. Emphasize to the servicing agency that the BLM’s Document
Identification Number appear oall invoice transaions.

1510-17.570Cost estimate For the more complex work, it may be necessary to obtain a
complete cost estimate for analysis and negotiation. In other circumstances, the funding
requested by the servicing agency can be accepted as a fair amountdquitesl effort.

1510-19 Small Business Progre

1510-19.2Policies

1510-19.201 General policy

(c) (1) Business and Economic Development Program (BEDP) Goals.

(i) The Director (850) develops annual fiscal year BEDP goals for the
Washington Office, the National Business Center, State Offices, and the National Interagency
Fire Center. Goals are based on past accomplishments and planned acquisitions. The Bureau
goals are negotiated with the Office of Small and Disadvantaged Business Ultilization
(OSDBU). Goals are to reflect improvement or continuing effort to maintain the same level of
prior accomplishments.

(i) Separate dollar goals are assigned for awards to the following
business entities:

(A) Small business concerns,

(B) Minority busings concerns,

(C) Women-owneblusiness conces,

(D) Subcontrastto small, minority ashwomen-owned busess concerns.
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Within minority business entities, there are separate goals for:

(E) Section 8(ajisadvantagedrins,

(F) Small disadvantaged firms receiving contracts resulting from direct, open competition,
and

(G) Non-profiteducational ankhrge minority fims.

(iii) Offices nyarequest changdo their proposegloals. But any deeases must
be justified bagkon past trends driheir planned auiisitions. Final gda are negotiatewith
the Headquarters Business Utilization Development Specialist (BUDS) in WO-850.
Disagreement on goals may be appealed to the BPC.

(iv) Preliminary goals for the fiscal year must be issued for comment no later than
December 31 of that fiscal year. Final goals must be established no later than January 31 of that
fiscal year.

(v) Offices ageed goals areesponsible for ¢gblishing proceares to
accomplish the goals, based on directions in the FAR, the DIAR, and this 1510 Manual for
specific business entities (i.e., small business, minority business, etc.). The Headquarters BUDS
and the BPC will assist when requested.

(vi) Contracting Officers must report goals accomplishments electronically on the
SF-279, Individual Contract Action Report and the SF-281, Summary Contract Action Report.
CCOs must establishqaredures to asmidata is repted accuratelgnd timely. CCOs must
submit a written narrative of accomplishments and outreach efforts to the Headquarters BUDS
no later than October 30 of the following fiscal year.

1510-19.20F5pecific Policies

1510-19.202-1 Encouraging small business patrticipation in acquisitiddscause there are no
special programs to set aside simplified acquisitions for small disadvantaged and woman-owned
businesses, the CO should attempt to solicit quotations or proposals from these concerns on
every transaction. The attempt should include a search of the SBA’s PRONET on
http://www.sba.ge. The CO should doeent the file of th attempt made todrease

participation by these concerns.
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1510-19.202-1-70 (€Dbjectives for Secess The objectives tachieve sucss in the Business
and Economic Development Program (BEDP) are to:

(1) meet or exaztannual BEDP gtsm

(2) increase participation in BLM acquisitions by small, disadvantaged and women-
owned business concerns through various outreach endeavors, and

(3) increase the dollar value to these business concerns, especially those in the 8(a)
program.

(b) Responsibilitee Field Office Hads and Assistantii2ctors shall ao/ely
support these olgéves and demonsite their supptiof the BEDP by ensung that their
responsibilities iad tasks listed beloare achievedThe key to sucse is commitment darin
the acquisition process, along with the development of strategies to increase participation by
these concernsThe process shioube continuous, n@ 1-year effd.

(1) The CCO and HaeOffice Headshall coordinatevith their local SmihBusiness
Administration (SBA office to idently small, disadvaiaged and womeowned business
concerns for possible matches with requirements. The coordination efforts should include
reviewing acquisition plans and buying trends, source capabilities, and outreach endeavors, such
as fairs, conference, training, etc. The BLM State Office or Center BUDS should team with the
program official sponsoring the acquisition and the Contracting Officer.

(2) COs shall updasource lists firm the SBA's Web-Is&#d PRONET to
include small, minority and women-owned business concerns. Before the CO codes the
advanced acquisition plan as either “ H - No Preference Program or Reef@regram Not
Listed” or “ X - Nd Determined at itk time”, the SBA’s PRAET must be sedned to
determine if two or more small business sources appear to be capable. The results of the search
shall be documented.

(3) In all States and Centers, except Oregon, for acquisitions exceeding the simplified
acquisition threstid, the CCO and progm officials muscoordinate plamed acquisitions ith
the local SBA office, and the Contracting Officer in the NBC. This must be done early in the
acquisition planning cycle so that there is enough time to examine potential 8(a) acquisitions
before it is too la&. 8(a) acquisdns cannot be cseidered after &fnNBC CO issues a
solicitation seeking full and open competition.
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(4) CCOs should assure that their acquisition plan is updated at least quarterly on the
Web to reflect current activity. Each State and Center CCO should coordinate its updated
acquisition plan with the local SBA office and the BLM National Business Center, when
unplanned acquisitions that exceed the simplified acquisition threshold appear in the update.

(5) COs should discuss acquisition opportunities with small, disadvantaged and
women-owned business concerns. COs should also inform these concerns about the Federal
acquisition process and how to do business with the BLM. This can be done by showing or
referring thes concerns to thBLM procurement \WWb site ahttp://www.blm.gov/natacq.

(6) COs should prade incentives folarge businessoacerns to incase
subcontracting opportunities to small, minority and women-owned business concerns. This can
be done by providmadditional evakation points in solitations over $50000 that are not e
aside for small bursess concerns.

(7) The BLM Washigton Office BUDS sall:

(i) Negotiate realistic BEDP goals with the DOI, and with each BLM State and
Center,

(i) Share progress reports against the goals and vendor information with the
States/Centers,

(iif) Provide information to vendors about doing business with the BLM, and

(iv) Provide assistance to solve disagreements between the local SBA office and
the cognizant Contracting Office.

1510-19.7 Subcontracting with Small Business, Small Disadvantaged Business and Women-
Owned Small Business Concerns

1510-19.704ubcontracting PleReguirements

(a)(10)(iii) Ugn receipt, COs irhe National Busirss Center and ther€yon State
Office shall fa copies of Standd Form 294 Subcorscting Report Fomdividual Contrats to
the Department of the Interior Office of Small and Disadvantaged Business Utilization, the
National Business @¢er’s Procureent Systems Team (B&O0B), and the BPC.
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1510-19.705Responsibilities of the Contracting Officer Under the Subcontracting Assistance
Program.

1510-19.705-2Determining the Need for a Subcontracting Pldhe CCO is authorez to
approve the determination that no subcontracting possibilities exist for a proposed contractual
action after reiew by the BUDS.

1510-19.8 Contracting with the Small Business Administration (The 8(a) Program).

1510-19.800-70 Geral. (a) Con#rcting Offices are authorizkto award contrds directly to
program participants under Section 8(a) of the Small Business Act. COs must comply with the
Memorandum of Understanding (MOU) between the Department of the Interior (DOI) and the
SBA, the class dewian to the FAR, and partment of the kerior AcquisitionPolicy Release
(DIAPR) 1998-5.

1510-19.803-70 Selecting acquisitions for the 8(a) Program. The changes under the SBA MOU
include:

(a) COs no longeead to send the SBAfering or aceptance letterfor purchase
orders or contracts less than $100,000.

(b) The SBA no lorrgegpproves putase orders arabntracts awaded to eligible
8(a) firms. The SBA discontinued tripartite agreements.

(c) For acquisitions exceeding $100,000, the SBA has five working days to approve
8(a) offering letters. If the SBA fails to respond within the five days, the CO may assume the
request is approved.

(d) The CO shall:

(1) Send the SBA cms of Commerce Biness Daily (CBD)raouncements fall
competitive 8(a) acquisitions.

(2) Send the SBA a copy of all award documents regardless of dollar value with the
SBA requirement number.

(3) Report all 8(a) contracting actions quarterly.

(4) Coordinate contract terminations or novation agreements with the SBA.
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1510-19.10 Small Business Competitiveness Demonstration Program (SBCDP).

A. The SBCDP is a test program which began January 1, 1989, and is in effect indefinitely.
It consists of two nmjar components: jifour Designate Industry GroupIG), which test
unrestricted ampetition, and tendrgeted IndusgrCategories (10), which test expaled small
business patrticipation. The program does not apply to acquisitions from required sources, 8(a),
Buy Indian, and PL 9838 acquisitions.

B. The DIG's component of the program tests the ability of small businesses in the four
commodity classe®fachieve a 40 peent small busirss participation gd. It does this in
acquisitions over $25,000 by first removing the small business set-asides in the groups to gauge
the levels of small business participation when no restrictions are available. These set-asides
can then be reapplied, on an annual basis, in categories where participation levels fall below 40
percent. The Department notifies the Bureaus through a Department of the Interior Acquisition
Policy Release (IAPR) when the saside status of ése acquisitionshanges.

C. A new class of business known as Emerging Small Businesses (ESB) is defined under
this component of the program. The ESB's are half the size of traditional small businesses, as
determined by SBA's size standards. Acquisitions estimated at $25,000 and under in the four
DIG's must be set-aside for the ESB's, based on the "rule of two" expectations. If no such
expectation exists, conventional simplified acquisition rules apply. A goal for awards to the
ESB's is establisheas 15percentdhe acquisition dé@rs in each of #anfour DIG's. Thee
awards also count toward the 40 percent goal set forth above.

D. DIG awards over $500 are reported on the SF-279, and not in the SF-281.

E. The Department has issued instructions related to TIC's through the DIAPR system. The
ten TIC's for the Bpartment of thénterior are:

Product/
Service Code SIC Code Industry Category
1. 4310 3563 Compressors and vacuum
pumps
2. 4330 3569 Centrifugals, separators, and
vacuum filters
3. 6770 3861 Film, processed
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4, 7010 7373 ADP systems configuration

5. 7021 3571 ADP central proessing unit,
digital

6. B526 8731, 8733 Oceanological studies

7. B534 8731, 8733 Wildlife studies

8. D301 7376 ADP facility operation &
maintenance services

9. U006 8249, 8331 Vocational/technical services

10. V222 4141, 4142 Passenger motor charter
service

TIC acquisitions over $500 must be identified on the SF-279 using the instructions in the IPDS
Reporting Manual.

1510-22 Application of labor laws to Government acquisitions

1510-22.1Bervice Contract Act of 1965.

1510-22.108rocedures for preparing and submitting notice (SF-98/98a)

Needs to be developed after the Department signs MOU with DOL.

1510-22.70Migrant and Seasonal Agricultural Worker Protection Act (MSPA)

(a) The MSPA provides protections to migrant and seasonal agricultural workers. There
is no exception for Government employees or contractors. In BLM this would include tree
planting, brush clearing, and precommercial tree thinning.

(b) The Departent of Labor reglations implementgthe MSPA are fouhat 29 CFR
500. The regulations include requirements for hard floors, sanitary conditions, cleaning and
laundry facilities, etc., in temporg camps. They ab require that wkers be transpted in
inspected and d#fied vehicledy certified driers.
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(c) Contracts must include a clause in Section H similar to that in 1510-52.222-70.
Solicitations for such contracts must include a provision similar to that in 1510-52.222-71.

1510-23 Environment, Conservation, Occupational Safety, and Drug-Free Workplace

1510-23.3Hazardous Mat&l Informationand Material Saty Data

1510-23.302alicy.

1510-23.302(e) &yuisitioners mustientify hazardas materials on tirerequisitions, wit

assistance fronimeir supervisohazardous matefs coordinatqror safety manay. COs must

include labeling and MSDS requirements in purchase orders and contracts. COs and credit card
holders must advise vendors of labeling and MSDS requirements when they place verbal orders
or use their credit cards. COs must also make sure that receiving copies of orders include the
MSDS requirementsReceiving offiers are respoide for routing MS[3s to safety persoal,

who must distribute them to the work areas where needed.

1510-23.4Use of RecovereMaterials

1510-23.404Procedures

1510-23.404(b)EPA designated ibes The list of items can be found at
http://www.epa.gov/cpg/products.htm and shall be used in accordance with the DOI affirmative
procurement pigram.

1510-24 Protection of Privacy and Freedom of Information

1510-24.70Public Inspection

(a) Any recordhat is requestetiree or more tingeis a frequentlyequested docume

Frequently requested releasable documents must be available to the public for inspection and
copying either in a reading room or at another location specified by the bureau/office. The
Government puftase card list afard holders witpurchase authity is consideredeleasable

and available on the WO BLM Electronic Reading Room Web site.

(b) FOIA requests for unsuccessful proposals (FAR 15.503(b)(1)) and quotes (FAR
15.503(b)(2)) shall be denied pursuant to exemption 3 of FOIA.

1510-27 Patents, Data, drCopyrights
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1510-27.3Patent Rights Undé&sovernment Contcés

1510-27.304-5Appeals Appeals of agency actions listed in 27.304-5(a) shall be coordinated
with the Regional Solicitor and submitted to the Director (850) for review by the Solicitor and
action by the Head of the Agency.

1510-32 Contract Financing

1510-32.7Contract Funding

1510-32.702Palicy. As required by DIAR 1401.7000(b), the CO shall ensure that funds cited
on requisitions contain accounting and appropriation data and that fund availability is certified
by the cognizant Budget or Program Officer.

1510-33 Protests, Disputeand Appeals

1510-33.1Protests

1510-33.103Protests to the agency

1510-33.103 (d)(4) The solicitation shall advise potential bidders and offerors whether an
independent review of their protest is available at a level above the CO. This is done by adding
paragraph (d) to the clause at 52.233-2 in the FAR after adding paragraph (c) listed in DIAR
1452.233-2. Pagaaph (d) is listeth section 1510-5233-2 of this Manal. The CCO is

authorized to catuct the indepermuht review with dvice from the Satitor. If the CCO is

personally involved in the acquisition other than a review capacity, the BPC shall be the
independent reviewer.

1510-33.104Protests to the General Accounting Office (GAO)

(a) Upon being advised by the GAO of the receipt of a protest, the Office of the Solicitor
informs the BPC in W@50 who immediatelpotifies the cogaiant CO. The CO pnaptly
notifies all interested parties by telephone that a protest has been filed with the GAO. A written
record of such telephonic notice is placed in the procurement file. After receiving a topy of
protest and request for an administrative report from the GAO, the Solicitor furnishes this to the
BPC. The BPC transmitsgies to the CO an@quests a writtereport.
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The CO promptly transmits by letter a copy of the protest to all interested parties. Copies of
such cover letts are sent conecrently throughhie BPC to the SolicitorCover letters shubd

contain the adveecontained in FAR3104(a)(4) inluding instructionshitat any comments

submitted to the GAO should also be submitted to the CO and the Solicitor. All such reports are
handled on a pridy basis.

(b) With the advice of the Solicitor, the BPC evaluates requests to make award in the
face of protest (FAR 33.104(b)), or to continue contract performance during protesiafter a
(FAR 33.104(c)).As the HCA, the Asstant Director, Bsiness and Fiscal Baurces is
authorized to approve award in the face of protest, or continued perfornftaneavard.

1510-33.2Disputes and Apds Disputes shall be processed in accordance with FAR 33.2 and
DIAR 1433.2. Copies of documents described at DIAR 1433.212 must also be sent to the
Director (850).

1501-33.214Alternative Dispte Resolution (ADR)

(a) After considering the essential elements of ADR, the CO should use ADR for
dispute resolutioto the maximum extépracticable. e CO and contrgar should choose
and agree to the appropriate ADR method as early as possible.

(1) ADR is more likely when the CO answers yes to one or more of the following
guestions:

(i) Have settlement discussions reached an impasse?
(i) Have ADR tedmiques been usediccessfully in siitar situations?

(iii) Is there a significant disagreement over technical data, or is there a need for
independent, exgot analysis?

(iv) Does the claim have merit, but is its value overstated?
(v) Are there multiple, issues, or claims that can be resolved together?
(vi) Are thereteong emotions thatould benefit fronthe presence @f neutral?

(vii) Is there aomtinuing relatioship between theggpties that the dmite
adversely affets?
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(viii) Does formal resolution require more effort and time than the matter may
merit?
(2) ADR is less likely when the CO answers yes to one or more of the following
guestions:
(i) Does the disputes have a clear legal precedent rather than fact making
compromise diffialt?

(i) Will resolution of the controversy or dispute have a significant impact on other
pending litigation othe future conatt of business?nlother words, is decision with
precedential value needed? In these cases, the value of a definitive or authergalinmn of
the matter may ouwigh the short-ten benefits of a g®edy resolution bADR.

(iii) Is a significant policy question involved?
(iv) Is a full pubti record of theneceeding impoant?
(v) Would the outene significantly tiect non-paies?

(vi) Are the costs of pursuing an ADR procedure greater in time and money than
the costs of pursuing litigation?

(vii) Is the nature of the case such that ADR might be used merely for delay the
steps in the pross?

(c) Before issuing a final decision on a claim, the CO should consider whether the
disagreement is likely to be resolved by ADR. If likely, the CO should try unassisted
negotiations to resolve disagreements first. If that method is not feasible, the CO should consider
informal discussins between the paes by individualsvho have not padipated substaratily
in the matter in dispute, to aid in resolving the differences. The CO may propose one, or a
combination, of théollowing ADR techiques:

(1) Mediation. Mediation is a process in which the disputing parties select a neutral
third party to assist them in reaching a settlement. The process is private, voluntary, informal
and non-bindingtlprovides an opptunity to explore avide range of pential solutions,
address interests that may be outside the scope of the controversy, or could not be addressed by
judicial action. The mediator has no power to impose a settlement. The function of the mediator
is determined by the desires of the parties and the attitude of the individual chosen to mediate.
Mediators can be used to:
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(i) propose settlement terms and attempt to persuade parties to make concessions,

(i) work with par-generated piposals and try to heparties realiically assess
their options,
(i) present issues and evidence in private caucuses, and/or

(iv) work in joint sseions with the paes present.

(2) Mini-trial. A mini-trial brings together an official from each of the contracting
parties with authority to resolve the dispute. Neither official should have had responsibility for
either preparing the claim, denying the claim, or preparing the case for trial. They hear
abbreviated, factual presentations from a representative of eachrphdig@uss settlement. It
is governed by a written agreement between the parties, which is tailored to the particular needs
of the case. It geerally has three stages, whichao usually be contgted within 90 dag.

(i) The pre-hearing stage covers the time between agreement on written
procedures anstart of hearingThe parties, wht assistance ofraeutral, completwhatever is
stated in agreement, such as discovery and exchange of position papers.

(i) At the hearing stage, representatives present their positions to the officials.
Each representative is given a specific amount of time within which to make the presentation.
There may also be an opportunity for rebuttal and a questions and answer period for the
officials. This stge usually takes ento three days.

(i) At the post-hearing discussion stage, officials meet to resolve the dispute. The
mini-trial agreement establishes a time limit within which officials either agree to settle the
matter or agree to resume litigation. These settlement negotiations may not be used by either
party in subsequent litigation as an admission of liability. The agreement may provide for
services of a neutral advisor.

(3) Settlement Judg An administratie judge is appointeby the Chair of thiEBCA to
assist the parties with settlement. The settlement judge will not hear, or have any formal or
informal decision-making authority in the case. But the judge promotes settlement through
frank, in-depth discussion of the strengths and weaknesses of each party's position. The agenda
for meetings are flexible. The settlement judge may meet either jointly or separately with the
parties. Recommendations by the settlement judge are not binding. If a dispute or appeal to the
IBCA is not resolvedby the settlement gige, it will be regired to the IBCA ddeet.

1510-36 Construction and Ahitect-Enginee(A-E) Contrats.
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1510-36.1General

1510-36.102Definitions The Brooks Act definition of Architect-Engineer services includes
fifteen services, including surveying and mapping, which members of the architectural and
engineering professions may logically or justifiably perform, regardless of whether the services
are incidental to a specific A-E project or construction project. Therefore all BLM dsrftvac
surveying servies must be procuteusing Brooks Act cedures.

1510-36.213Special Procedures for Sealed Bidding in Construction Contracting

1510-36.213-2Presolicitation noticesThe CCO is authorized to waive the requirement for
presolicitation nbces.

1510-36.6 Architect-Engineer Services

1510-36.602-2Evaluation Boards Private practitioners of architecture, engineering, or related
professions may be appointedaid hocarchitect-engineer evaluation boards when BLM
employees with theecessary skillare not availaklto serve on thevaluation boardRequests

to utilize private practtitioners, with supporting justification, must be sent through the CO and
BPC to the HCA for ndew and approva

1510-36.609-1Design within Funding Limitations

1510-36.609-1(c)(1) The CCO is authorized to waive use of the Design Within Funding
Limitations clause, FAR 52.236-22.

1510-37 Service Contracting

1510-37.102Policy.

1510-37.6Performance-Based Contracting
1510-37.601-70General

(a) The BLM State or Center Procurement Analyst should review the Web-based
advanced acquisition plan for planned services in excess of $100,000 that fall within the OMB's
categorizatioras PBSC "Targets ofgportunity.” This intudes all Federdrocurement Dat
System service codes B through V. The review should be with the program official and the CO.
The following serices and contrcas should be exatied:
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A - Research drDevelopment

C - Architect - Egineer Services

E - Purchase of 8ttures

S - Utilities (but housekeeping is included)
W - Lease/Rent &quipment

X - Lease of Fdties

Y - Construction

Z - Maintenance/Repair of Real Property

Indian Self-Detemination Contrais and Compacts

(b) The Procurement Analyst should reach a consensus with the CO and program
official as to which remaining planned service contracts will result in a PBSC. The Procurement
Analyst should thenomplete the Plaed Service Contca Actions in Appedix ___ for all
planned serviceontacts that arnot excluded. Threport should beubmitted through BEAail
to BC-680B by the thirteenth day following the subsequent quarters of the FY.

(c) The COs in thé&@ Oregon State Gite and the BLM Idtional Business
Center shall submit the Service Contract Action Register and Performance-based Service
Contract (PBSC) Report to BC-680B by the thirteenth day following the subsequent quarters of
the FY.

1510-42 Contract Administratiob510-42 Contract Administration.

1510-42.6 Corporate Administrative Contracting Officer

1510-42.602Assignment and LocationA Corporate Administrative Contracting Officer
(CACO) may be assigned by the CCO when the conditions of FAR 42.602(a)(2) are met, after
approval by the HCA.

1510-42.15Contractor Performance Information

1510-42.1502Palicy.
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1510-42.1502(a) Contractor Performance Profile, BLM Form 1510-60, is prescribed for
evaluating contractor performance. A copy of form 1510-60 shall be placed in the official
contract file.

The CCO shall review and make the final determination on evaluations where disagreement
exists.

1510-43 Contract Modifications

1510-43.2Change Orders

1510-43.205Contract ClausesThe CO is authorized to vary the 30-day time period for
submission of adjustment proposals under FAR Clause 52.243-1 through 52.243-4.

1510-46 Quality AssuranceQuality Assurance.

1510-46.4Government Contract Quality AssuranceGovernment Contract Quality Assurance.
See BLM Manual 1520 and G-1520-1, Personal Property Management Manual, for procedures
required by FAR 46.401 and 46.6.

1510-48 Value Engineering.

1510-48.1Policies and Proceires.

1510-48.103 Prossing Value Engirexing Change Pragals (VECP). Oite quality
assurance procedures shall include review of value engineering changelprapdading
ensuring that a proposal is within the scope of the original contract, coordination with the
Regional Solicitor in accordance with Solicitor Review Agreement(s), and review by the
Competition Advocate for proposals over $500,000. VECPs submitted to the Competition
Advocate must becaompanied by theriginal solicitatbn and the contca

1510-52 Clauses.

1510-52.1Instructions for Wing Provisions and alises.

1510-52.170Deviations. All requests for deviations in FAR or DIAR provisions and clauses
shall be submitted to the Director (852).

1510-52.2Texts of Provisionsmal Clauses.
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1510-52.211-70Variation in Quantity (May 1987)his clause may hesed in serviceontracts
as specified in 1-11.703-70 withhe following chages:

- Substitute 20 peeat for 15 perad.
- Substitute 120 peent for 115 peent.
- Substitute 80 percent for 85 percent.

1510-52.213-70Evaluation of Quattions.

As prescribed in 1510-13.106-2, insert the following provision:
1510-52.213-70 EVALUATION OF QUOTATIONS

Award will be made to the responsible firm whose quote is most advantageous to the
Government, prie and other fdors consideredDther factorsdr this solicitationnclude past
performance of the quoter. Past performance information may be based on the Government's
knowledge of and previous experience with the quoter, or other reasonable basis.

1510-52.216-70Task Order Ombudsman

The task orderantract ombudsmaior this contratis: Chief of the Contracting Office, (insert
the name and location of the officdn accordance with FAR 16.505(b)(4), the ombudsman
shall review complaints from contractors regarding contracts awarded under Solicitation
Number (Insert the number and title of the solicitation)

Alternate I. Addhe following sentece when otherggncies are #luorized to placerders.

Failure of an agency to follow ombudsman advice may result in termination of the agency’s
authority to placerders.

1510-52.222-70Migrant Seasonal Agricultural Workers Protection Act Registration
Maintenance

As prescribed in 1510-22.70(c), insert the following clause in Section H:

1510-52.222-70 MBRANT SEASONAL ARICULTURAL WORKERS PROTECTION ACT
REGISTRATION MANTENANCE
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(a) As set forth in Title 29, Part 500 of the Code of Federal Regulations, Migrant
and Seasonal Agultural Worke Protection, the Garactor shall matain all necessga U.S.
Department of Uaor registrationsluring the perfanance period ohis contract. Faire to
maintain a valid mgistration is grourglfor termination fothis contract.

(b) In compliance with the Migrant and Seasonal Agricultural Worker Protection
Act, the Contractor shall provide the following to meet minimum safety and health standards for
housing employeeshen camping on Eeral lands:

(1) A shelter to provide protection from the elements. Where heat adequate for
weather conditions is not provided, other arrangements should be made to protect the workers
from the cold.

(2) Sanitary falities for storing bod. Ice chesty @oolers, with ie supply
made from potable water replenished as necessary, to meet the requirement foofstorage
perishable foodems.

(3) An adequate and convenient potable water supply, approved by the
appropriate health authority, in each camp for drinking and cooking purposes. As an alternative,
commercial bottled water may be used.

(4) Toilet and hand washing facilities adequate for the capacity of the camp, at
not less than a 1:15 ratio, supplied with adequate toilet paper. Such facilities shall be maintained
in a sanitary condition.

(5) Fly-tight, rodet-tight, impervios, cleanable olirgyle service aatainers to
be used for the stage of garbag Such containgishall be kept cde and emptied whdull.

(6) Basic first @ supplies under theharge of a pson trained to admister first
aid.

(7) A laundry tray or tub for every 30 workers, or transportation, at least weekly,
to a commercial &undromat for aivorkers.

1510-52.222-71 Migrant Seasonal Agricultural Workers Protection Act Registration Number.

As prescribed in 1510-22.70(c), insert the following provision:
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1510-52.222-71 MBRANT SEASONAL ARICULTURAL WORKERS PROTECTION ACT
REGISTRATION NUMBER

If applicable, avalid U.S. Depament of Labor Regtration number ma®e supplied within
five (5) days after date of award. Failure to provide such number is grounds for contract
termination.

Application for numbers should be made on Form WH-510, Application for a Farm Labor
Contractor Certificate of Registration, which should be available at your State Employment
Service Offices or your nearest U.S. Department of Labor Office. Further itfmmmzay be
obtained from:

U.S. Department of Labor Telephone: (415) 975-4520
Wage and Hour Division

71 Stevenson Street, Suite 930

San Francisco, CA 94105

Registration Number:
(Migrant Seasonagricultural Wakers Protectior\ct)

1510-52.233-2(dpervice of Protest (Deviation)

In accordance with 1510-33.103(d)(4), add the following paragraph (d) to FAR clause 52.233-2.

(d) In accordance with FAR 33.103(d)(4), interested parties may request an independent
review of their protest at a level above the contracting officer by notifying the following contact
point: (nsert CCO or BPQ. This review is available as an alternative to consideration by the
contracting officer or is available as an appeal of a contracting officisiate

1510-52.2-70Additional Provisions and Clauses

Additional BLM specific provisions and clauses are available for use. These clauses and
provisions are contained in the matrices maintained in IDEAS and should be used, as
appropriate, wén assembling alses for solicitédns and contrds.

1510-53 Forms

1510-53.3lllustration of Foms
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1510-53.303Agency Forms.

1510-53.303-70Bureau of Land Maagement Forms

The following BLM acquisition forms are available for use and may be acquired from the BLM
National Business Center, Printed Materials Distribution Center (BC-650B). Information on the
use of the forms isvailable in the aguisition handbooks

(@) 1510-5 - Pwwement Request

(b) 1510-6 - Suspend and Resume Work Order

(c) 1510-7 - Notice to Proceed

(d) 1510-10 - Certificate for Contract Payment/Invoice

(e) 1510-17 - ther Compliance Cluodlist

() 1510-18 - Purchase Requisition/Oral Order

(g) 1510-30 - Prework Conference Record and Contractor’s Authorization
(h) 1510-41 - Retfication of Fmding Data

() 1510-54 - Contract Receiving Report

() 1510-56 - Site Inspection Tour/Prebid Conference Record
(k) 1510-57 - Contract Diary

() 1510-58 - Notice of Noncompliance/Instruction to Contractor
(m) 1510-59 - Labor Compliance Interview

(n) 1510-60 - Coenttor Performace Profile

1510-70Acquisition of Legehold Interest® Real Property

1510-70.000Scope of Part

This part prescribes policies and procedures for the acquisition of leasehold interests in real
property as delegated to BLM by the General Services Administration (GSA). Subpart
1510-70.002 prodes authority to fid offices for theacquisition of “Speial Use Spacelip to
$25,000. See definitions below for the definition of “Special Use Space”.

1510-70.001Definitions
As used in the pa#t
“General Purpose Space” means space appropriate for assignment to anotlyeafgebeing

vacated by the BLM, and includes office space, storage space, and combined wamnethouse
wareyard spacin or near edtdished communities
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“Special Use Space” means space in buildings, and land incidental thereto, used by field crews
in areas whermo other Governnme agencies amguartered. Spe&d use space ihades:

(a) Space to house antennas, repeaters, or transmission equipment. Limitation on
term is five yeas.

(b) Depots, inctling stockpiling degts. Limitation on ten is five years.

(c) Fumigation ans. Limitation on ten is five years.

(d) Garage Spac Limited to a fisal year basis.

(e) Hangars and other airport operating facilities, including flight preparation space,
aircraft storge areas, an@pair shops. Limiteon on term is five gars.

(f) Specialized storage/depot facilities, such as cold storage, self-storage units, and
equipment storage (general purpose warehouse type storage facilities not included). Limitation
on term is five yes.

(g9) Land (if unimproved, land may be leased only on a fiscal year basis).

1510-70.002Authority.

(a) The Bureau band Managentd has been delated lease actgition authority
for general purpose office space by the General Services Administration (GSA). This delegation
shall extend to the leasing of space under the authority of Section 210(h)(1) of the Federal
Property and Administrative Services Act of 1949, 63 Stat. 377, as amended, for terms which do
not exceed a 20 year commitment. Prior approval for the specific city location of the proposed
leased space must be obtained from the GSA for the BLM to exercise the delegated leasing
authority. This authority may be exercised only by the National Business Center Leasing Team
(BC670A).

(b) States, NIFCnpd Washington Oiife are delegad authority to lese only
special use spac This authority mabe re-delegad. The followindimitations apply to tis
delegation:

(1) Offices may not lease space for another agency.

(2) No more than 2,500 square feet of covered space may be atquieed a
geographic location.

(3) Cost of the space must not exceed $25,000 over the entire term of the lease,
including the firmérm and options.
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(4) The firm terf the lease musbhexceed 5 yesar Option years armpermissible
beyond the firm term if the total cost does not exceed $25,000.

1510-70.1 Procedures

1510-70.101General Purpose Space

(a) Space Verification with GSA. Prior to undertaking any leasing action for new
acquisitions, rezwal options, or siceeding leasethe Contracting ficer shall veify in
writing with the appropriate GSA Assistant Regional Administrator, Public Buildings Service,
that no suitable vacant Government-controlled space is available, and there are no planned
consolidations of Federal agencies in the community.

(b) GSA Award Ndfication. Within90 days after excution of a leas the CO
must provide the following information on the lease to the GSA Office of Governmentwide Real
Property Policy and Oversight: name and address of the leased building, total square footage
leased, utilization rate of office space leased, annual rental, estimated cost of services or utilities
to be paid separately by the Government (if any), and the terms of the lease, including any
cancellation orenewal rights.

(c) Utilities in Leases. Space should be leased with the Bureau paying fuel and
electric bills to keep the price as low as possible. Deviations from this policy may be made at
the discretion of the Contracting Officer, working with the requesting office to adequately meet
their needs.

(d) Price Reasonableness. A market survey and/or an appraisal will be conducted
in accordance with accepted real property appraisal proceoiunearket survey procedures, and
may be used to esligsh price reamableness. Awds must be made $&d on the lowest
evaluated price per square foot, unless a different criteria is specified in the Solicitation for
Offers.
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(e) Collocations. Collocations with other agencies should use a Memorandum of
Understanding (MOU) to define all of the day-to-day operational agreements with the other
agency of how the space and responsibilities will be shared. Since these day-to-day operational
responsibilities are based on how the space will be utilized by the requesting office, this MOU
should be signed by the appropriate personnel from the offices that will actually be using the
space, not the CO. Collocations will also require an Interagency Agreement (lA) to define the
payment respondlhies of each agncy. The term dhe IA should be theame as the lease
term.

1510-70.102Special Use Space.

Leases may be completed using the “short form” lease. This consists of two pages. The two
pages comprise the offer form, and when signed by the Contracting Officer, becomerthe awa
document and fin@ontract. Thisdrm is availableta

http://www.gsa.g@a/pbs/pe/standcistandcla.htm

This web page coains numerous fars. The appropria one for delegad lease authity is

“Form 3626 - U.S. Government Lease for Real Property (Short Form).” This form may be
downloaded and modified to reflect the appropriate conditions for the lease. For example, a
lease for space on an antenna for a satellite dish would have the wording for building square
footage deleted and replaced by wording describing the space on an antenna.
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FEDERAL EMPLOYEE NON-DISCLOSURE STATEMENT
(Title of Acquisition)

The proper treatment of official information related to the acquisition process (requirement
definition, validdion, evaluation,edection procedings, negotiation®tc.) is of the most
importance.

As prescribed in 5 CFR 735.206, an employee may not “directly or indirectly use or allow the
use of official information obtained through or in connection with his Government
employment.”

Title 18 U.S.C. 201 prescribes specific penalties for a Government official accepting, or anyone
directly or indiretly promising to a Gvernment offi@l, anything of vlue with the intent to
influence an of€ial act or othexise influence th Government offial.

U.S.C. Title 18, Sec. 1905, states: “Whoever, being an officer or employee of the United States
or any department or agency thereof, publishes, divulges, discloses, or makes known in any
manner or to any extent not authorized by law any information coming to him in the course of
his employment or official duties or by reason of any examination or investigation made by, or
return, report or record made to or filed with, such department concerns or relates ttethe tra
secrets, processes, operations, style of work, or apparatus, or to the identity, confidential
statistical data, amount or source of any income profits, losses, or expenditures of any person,
firm, partnership, corporation, or association; or permits any income return or copy thereof or
any book containing any abstract or particulars thereof to be seen or examined by any person
except as provided by law, shall be fined not more than $1,000.00 or imprisoned not more than
one year; or both; and shall be removed from office of employment.”

Title 18 U.S.C. 207 restricts the participation of former Government officers and employees

with regard to any matter in which he has participated personally and substantially. Title 18
U.S.C. 207(a), bans a former employee for life from representing any one (other than the United
States) before the United States Government on any particular matter in which he or she
participated personally and substantially while a Federal employee. Title 18 U.S.C.207(b)(91)
places a two yedan on a formezmployee repsenting anyone {oer than the UniteStates)

before the United States Government on any particular matter that was under the former
employee’s official responsibility during his/her last year of Federal service. The above statutes
prescribe specific penalties for violation which may include a fine of up to $10,000 or
imprisonment for upo two years.
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Employees shall noeveal any infonation to anyone vehis not also partipating in the same
activities, and then only to the extent that such information is required in connection with such
activities. Such information is classified “FOR OFFICIAL USE ONLY.” The dissemination of
information in this category to other parties will be at the sole discretion of the Contracting
Officer. Pre-glicitation and sotiitation informabn, TPEC membershipendors’ propass,

identity of offeors, proposal eWation informatio and documentsnd similar materia will

be handled and discussed on a need-to-know basis only. Under no circumstances may pre-
solicitation information, proposals, evaluation information, or selection criteria or plans be
removed from the FIPS/ALMRS Acquisition Team without the authorization of the Contracting
Officer. In this regard, the methodology used or planned for use in evaluation and selecting
equipment/services, will not be discussed or otherwise disclosed except on a “need-to-know”
basis established by the Contracting Officer.

With respect to those participating personnel not regularly assigned to the (branch name and
mail code), the right to information on a need-to-know basis does not extend to their normal
chain of supervien or command, ontlines of authorityrising out of tdenical responsibty

for the action being evaluated, except as specifically approved by the Contracting Officer on a
case-by-caskasis.

Any unauthorizedlisclosures cordry to the aformentioned provisizs may result in
appropriate disciplinary action pursuant to applicable statutory provision.

The purpose of this agreement is to make you aware of the preceding statutes and your
responsibility to insure confidentiality of sensitive information. To confirm your awareness of

this responsibility please sign and date one copy of this statement and return it to the Contracting
Officer.

Signature Date
Typed Name Office Code
BLM MANUAL Rel. 1-1664
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1510-3.104-4 Statutory and related prohibitions, restrictions, and requirements.
(a) Prohibition on disclosing procurement information (subsection 27(a) of the Act).

(1) A person described in paragraph (a)(2) of this subsection shall not, other than as
provided by law, knowingly disclose contractor bid or proposal information or source selection
information before the award of a Federal agency procurement ¢datvetnich the information
relates. (See 3.104-5(a).)

(2) Paragraph (a)(1) of this subsection applies to any person who--

(i) Is a present or former official of the United States, or a person who is acting or
has acted for or on behalf of, or who is advising or has advised the United States with respect to,
a Federal agency procurement; and

(i) By virtue of thaffice, employmst, or relationshiphas or had acsg to
contractor bid or proposal information or source selection information.

(b) Prohibition on obtaining procurement information (subsection 27(b) of the Act).
A person shall not, other than as provided by law, knowingly obtain contractor bid or proposal
information or source selection information before the award of a Federal agenoy premt
contract to which the information relates.

(c) Actions required of agency officials when contacted by offegarslirey
non-Federal employment (subsection 27(c) of the Act). If an agency official who is participating
personally and substantially in a Federal agency procurement for a contract in excess of the
simplified acquigion threshold coatts or is contaed by a person whis a bidder or offror in
that Federal agey procuremdrregarding possié non-Federalreployment for thatfdicial,
the official shall--

(1) Promptly report the contact in writing to the official's supervisor and to the
designated agency ethics official (or designee) of the agency in which the official is employed,;
and

(2)(i) Reject the possibility of non-Federal employment; or
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(ii) Disqualify himself or herself from further personal and substantial
participation in that Federal agency procurement (see 3.104-6) until such time as the agency has
authorized the official to resume participation in such procurement, in accordance with the
requirements of 18 U.S.C. 208 and applicable agency regulations, on the grounds that--

(A) The person is no longer a bidder or offeror in that Federal agency praati@me

(B) All discussions with the bidder or offeror regarding possible non-Federal employment
have terminated without an agreement or arrangement for employment.

(d) Prohibition on former official's acceptance of compensation from a contractor
(subsection 27(d) of the Act). (1) A former official of a Federal agency may cegttac
compensation from a contractor as an employee, officer, director, or consultant of thearontra
within a period of one year after such former official--

(i) Served, at the time of selection of the contractor or the award of a contract to that
contractor, as the procuring contracting officer, the source selection authority, a member of a
source selection evaluation board, or the chief of a financial or technical evaluation team in a
procurement in which that contractor was selected for award of a ¢ontexcess of
$10,000,000;

(if) Served as the program manager, deputy program manager, or administrative
contracting officer for a contract in excess of $10,000,000 awarded to that wrntac

(i) Personally made for the Federal agency--

(A) A decision to award a contract, subcontract, modification of a contract or subcontract, or
a task order or digery order in &cess of $10,00000 to that contraaor;

(B) A decision to establish overhead or other rates applicable to a contract or contracts for
that contractothat are valuediexcess of $10,00000;

(C) A decision to approve issuance of a contract payment or payments in excess of
$10,000,000 to that contractor; or

(D) A decision to pay or settle a claim in excess of $10,000,000 with that contractor.
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(2) Nothing in pagraph (d)(1) fothis subsection nyabe construed torphibit a
former officid of a Federal agey from accefing compensatiomrdm any division orféliate
of a contractor that does not produce the same or similar products or services as the entity of the
contractor that is responsible for the contract referred to in paragraphofd}{is) subsection.

1510-3.104-5 Disclosure, protection, and marking of contractor bid or proposal information and
source selection information.

(a) Except asespifically provded for in this sulestion, no persoar other entity
may disclose contractor bid or proposal information or source selection information to any
person other than a person authorized, in accordance with applicable agefatiores or
procedures, by the head of the agency or designee, or the contractingtoffieegeive such
information.

(b) Contractor bid or proposal information and source selection information shall be
protected from unauthorized disclosure in accordance with 14.401, 15.207, applicable law, and
agency regulations.

(c) In determining whether particular information is source selection information,
see the definitiom 3.104-3 and cault with agency dicials as necgsary. Individua
responsible for preparing material that may be source selection information under paragraph (10)
of the definition shall mark the cover page and each page that the individual believes contains
source selection information with the legend "Source Selection Information--See FAR 3.104."
Although the information in paragraphs (1) through (9) of the definition in 3.104-3 is considered
to be source saigon information vaether or not méed, all reasorde efforts shalbe made to
mark such material with the same legend.

(d) Except as provided in subparagraph (d)(4) of this subsection, if the contracting
officer beliewes that informatio marked as projgtary is not propetary, informabn otherwise
marked as contractor bid or proposal information is not contractor bid or proposal information,
or information marked in accordance with 52.215-12 is inappropriately marked, the contractor
that has affixed the marking shall be notified in writing and given an opportunity to justify the
marking.
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ECONOMY ACT DETERMINATION
(31 U.S.C. 1535 and 48 CFR 17.503)

1. (Office) has a requirement for (brief description of supplies or services) in support of
(describe program, project, mission). The estimated total cost of the (supplies or services) over
the life of the agreement, including all task orders and modifications, is (estimated cost).
Funding in the amourmif (dollar amountis available, ad legal authoritgxists for this

acquisition.

2. This order is in #hbest interest ahe United Statesdvernment.
3. The (Agency) is able to (provide or get by contract) the required (goods or services).

4. Itis (more convenient or least costly) to acquire the (supplies/services) from the (Agency)
than from a commercial firm. The (Agency) is especially suited and available to (provide or
perform) the (spplies or servic® because (dacircumstancesuch as legislagBvmandates to

do similar work, onf source with caabilities or fadities, etc., whib make it impractil to

award a cont@ to a commerciaource vs. a Feda source. Iftie basis is cost,tath a cost
comparison.)

5. This action does not conflict with any other Federal Agency's authority or responsibility.

Signature of Requéer and Date

Approval of Contreting Officer ad Date

Approval of Chiefof the Contractin@ffice and Date

Approval of Solicitor and Date (if required)

Approval of Bureau Procurement Chief and Date (if required)
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Glossary of Term

-A-

acceptance
(1) On the part of a supplier, receipt of and consent to the Government's offer #2&lBAR
13.108(a) and (b).

(2) See FAR 46.101 and 46.5@t thedefinition of "acceptance” as it applies to the Government's
receipt of suppdis and serviceés.

acquisition see FAR 2.1.

administrative changesee FAR 43.101 and 43.103(b).

aggregateamount all costs of a given requirement, including freight drahdling chargepaid
to a vendor. Thaggregate amount mapt exceed $100,000 if simplified acquisitions procedures
are used.

amendment a revision of a solicitation, usually issued on SF-30.
-B-

bid: a prospetive contactor's (biddes) reply to an intation for bid (IFB)in a sealed bid
procurementA bidis binding on the offeror, and may be accepted by the Government to create a
contractThe term is usethterchangeably with "sealed bid." It does not refer to quetasved in
simplified acquisition.

biddersmailing list list of sources maintained by the procuring offroen which bids, grposals,
or quotations are solicited. Oftshows business stat(i.e., smallminority, woman owned, etc.).

bill of lading a carrier'santractuabgreenent to transport goods from one place to another and
to deliver them to a designated persotocation, for the compensation and under the terms stated
in the agreement. The Government has its own bill of lading form (GBL).
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Glossary of Term

-B-

blanketpurchase agreement (BPAp charge account typd arangement established by the
Government with sources from which repetitive simplified acquisitions are likely to be made.
Allows verbal placemertf orders and consolidated billingSstablishes no contractual obligation
either to buy or to sell.

-C-

capitalizedoroperty items which are inproperty class dimed and listed iBLM Manual Section
1522 and its Appendix 2.

change ordersee FAR 43.101 and 43.2.

Chief of theContracting Office (CCO)The responsibilities of the CCO atescribed throughout
the DIAR and this Manual Section. The CCOs are:

1. The Procurement Analyst for the State Offices and the National Inter&gestCgnter
(NIFC), except Oregon.

2. The Chief, Branch of Procurement Management, in the Oregon State Office.

3. The Group Adminisaitors of the opational procumment groupsat the National
Business Center (NBC).

4. The BPC in the Washington Office.

closeout pracess of declaring aurchase or caract file both phgically and admintsatively
complete.Can occur wheri] the contactor's good or work is acqaed and paid faand (2) all
documentation on the procurement is finalized and properly assembled.

Commercd3usiness DailyCBD): the official Goernment public&in used to annouabusiness
opportunities peaining tothesale and purclka of goods and séces. Contains amouncements
of procurement actions, contract awards, and subcontracting opportunities. Publistied
Department of Commerce.

connection chargesee FAR 8.301.
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Glossary of Term

-C-

consignee person or organization named on the bill of lading and to whom a shipper directs the
carrier to deliver goods.

construction see FAR 36.102. Detailed coverage is included in Handbook H-1510-3,
Contracting for Construction.

contract a legal binding tationship obligatig the seller to fumish something andefbuyer to

pay for it. It includes all types of commitments which obligate the Government to an

expenditure ofdnds and which is ually in writing. In adition to a two-sigature (bilatera

document, it includes letter orders, purchase orders, and modifications to a proper contract. See
FAR 2.101

contract administrationmanagement and monitoring of all facets of contract work to assure

that contractoperformance is accordancwith contractuatommitments and thall

Government obligations are fulfilled. The Contracting Officer is assisted by Government
personnel who are delegated certain authority and responsibility (i.e., COR, project inspectors).

contract type a specific pricing arrangement employed for the performance of work under
contract. Examples of contract types frequently used in Government contracting are firm
fixed-price, ixed-price incative, cost-plugixed-fee, or&bor-hour, foexample. Procements
by small procedure generally use the firm fixed-price type.

contracting see FAR 2.1.

Contracting Officer (CQ) see FAR 2.1 and 1641.6. In BLM, the athority to act as a
Contracting Officer must be specifically delegated individuals. The term "Contracting Officer"
is a title denoting ghature authowit which is not to beanfused with the mhividual's job title

(i.e., purchasing agent, administrative officer, procurement analyst, etc.). See DIAR 1401.603
for information on selection, appointment, and termination of Contracting Officers.

Contracting Offier's Represerttge (COR) the technical mator on a given caract,
designated in writing by a Contracting Officer, to provide contract administration at the contract
site.

BLM MANUAL Rel. 1-1664
Supersedes Rel. 1650 Date:06/15/00



Glossary, Page 4
1510 - ACQUISITION

Glossary of Term

-C-

counteroffer a vendor response to the Government's offer to buy (i.e., the purchase order)
which expresses only conditional acceptance, introduces a new term, or varies in amynway fr
the term of the offer.

-D-
data writings, drawings, etc., concerning design, manufacturing processes, or functioning of an
item produced under a contract. These can include proprietary data, or descriptivieega

FAR 27.4 for a discussion of rights in data and acquisition of data.

Davis-Bacon Act the law requirig that prevailing rmimum wages must beaid on all
construction contracts over $2,000.

debarred, suspded, or ineligibldist: see FAR 9.403.

delivery order see FAR 13.101.
Department the Office of the Secretary, Department of the Interior.

determination ahfindings (D&F) see FAR 1.701.

DIAR: the Department of the Interior Acquisition Regulations, published in
48 CFR Chapter 14.

disadvantaged Biness a business at least 51 percent of which is owned by socially and
economically disadvantaged individuals, or, in the case of publicly owned businesses, at least 51
percent of the stk is owned by saally and economally disadvantagémembers.

domestic end productsee FAR 25.101.
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Glossary of Term

-E-

economically disdvantaged individals see FAR 19.001.

emergency fire, flood, explosion, or other disaster endangering life or involving serious
property damage or loss.

equipment rental contract contract whereby the seller agrees to furnish the Government
equipment, with or without operator, on an hourly basis, to be operated under direct Government
supervision. Under such a contract, the seller is not responsible for a final work product.
Instead, the seller is only obligated to furnish the specified equipment for the time it is ordered
and, if it is furnished with operator, to perform work as the Government directs.

established sourced$-ederal and non-Federal sources which are designated by law or regulation
as the mandatory sources of supply for a particular item or service. Sources are designated in a
set order of priority which must be used unless an exception applies. The priority order for
supplies differs from the priority order for services.

evaluation the analysis of offers or quotes for the purpose of an award decision. It includes the
determination of Wether a quote affer is resporige to the Governent's requirenmds and is

made by a responsible offeror. It also includes an analysis of cost or price, and may include
analysis of techioal proposals, gending on the metid of procurem.

excess persohproperty see FAR 8.101.

-F-

FAR: the Federal Acquisition Regulations published in Title 48, Chapter 1, of the Code of
Federal Regulations.

Federal sourcesthe GSA stores depots, and other Federal agencies which have personal
property or services available to the Government in general.
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Glossary of Term

-F-

Federal Supply Scheduleschedules of contracts managed by GSA which offer a simplified
process for obiming commonly usedupplies and servis at prices assiated with volume

buying. Information on ordering from Federal supply schedules is included in FAR 8.4 and H-
1510-1.

firm fixed-price contract see FAR 16.202-1.

F.O.B: "Free on board." See FAR 47.001. Also see this reference for "FOB origin" and "FOB
destination."

foreign end productsee FAR 25.101.

F.P.A.S. Act the Federal Proptg and Administrave Services Aicof 1949, as ameed. This
Is the basic law wibh authorizesizilian agencie®f the Federal G@rnment to entento
contracts and sets the procedures and limitations on contracts.

FPMR the Federal Property Management Regulations published in Title 41, Chapter 101, of
the Code of Federal Regulations (CFR).

-G-

general provisionsmandatory contract clauses that define the basic rights of the parties (as
distinguished from provisions that set forth specific terms for the particular procurement, called
Special Contract Requirements). General provisions are usually found in Section | of the
uniform contract format; they may also be found in other Sections instead if required by FAR.

Government-Fuiished Property (EP) see FAR 45.101.

-H-

Head of the AgencySecretary of the Interior (see DIAR 1402.1).

Head of the Contracting Activity (HCA)The Assistant Director, Business and Fiscal Resources
(see FAR 2.1, DIAR 1402.1).
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Glossary of Term

indefinite delivery contracttype of contract establishing that, for a given period of time, the
contractor will deliver items or perform services at the price and in accordance with the
provisions stipulated in the contract, upon receipt of delivery orders for those items or services.

May be set up to provide for either definite or indefinite amounts and either definite or
indefinite delivey times; may also pwide for certan user agencigs fill all of their
requirements for the supplies or services during the specified period. See FAR 16.5.

inspection see Far 46.101.

invitation for bid {(FB): a solicitation document used in sealed bid procurements. IFB's are not
used in simplified acquisitions.

IPMR: the Interior Property Management Regulations, published in Title 41, Chapter 114, of
the CFR.
-J-

justification for single source acquisitiomnder simplified acquisition procedures, the
recommendations made by the requisitioner stating that competition is not feasible and
recommending one contractor. The Contracting Officer must review the justification and either
approve it or reject it (in which case the purchase would be competitive).

justification forother than full athopen competitionOTFOC) the documentation required for
procurements which are subject to the Competition in Contracting Act (CICA) and which
provide for less than other than full and open competition. The documentation must include a
discussion of which CICA authority applies, results of a market search, if required, certification
of accuracy and completeness of the data, and approval at the appropiiatédeveAR 6.303.

-L-

labor surplus areasee FAR 20.101.

labor surplus area concersee FAR 20.101.
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Glossary of Term

-L-

lease in the BLM, a contractual arrangement by which one conveys real estate, equipment, or
facilities for longer than 60 days, for a specified payment.

-M-

major noncapitéted property items which are in a property class identified in Manual Section
1522 and its Appendix 2.

method of procurementthe procedures followed to translate requirements into contracts. The
Government usebitee major methas of procuremen simplified acquigion procedures
sealed bids, and negotiation.

micro-purchasea purchase of2$500 or less.

minority business éearprise a business at least 50 percent of which is owned by minority group
members or, in the case of publicly owned businesses, at least 51 percent of the stock of which
is owned by minority group members.

minority group see "Economically Disadvantaged Individuals.” This term does not include
Women-Owned Businesses.

modificationn any written change in the terms of a contract (including accepted purchase order).
See also supplemental agreement, change order, and administrative change.

-N-

National stock numbera 13 digit number used by all Federal agencies to order any common
item stocked by GSA, DOD, or VA.

negotiation see Far 15.101 and 15.102.
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Glossary of Term

-N-

noncompetitive procuremenprocurement made without soliciting quotes or offers from
competing sources.

non-Federal sourcegrivate industry, nonprofit organizations, educational institutions, and
individuals who are manufacturers of or regular dealers in supplies, equipment, or services, or
who offer themselves as providing services.

non-personal service contractee FAR 37.101.

-0-
offerr see FAR 2.1.

open market puhase procurement from a commercial source by simplified acquisition
procedures authorized by statute for procurements of $100,000 or less.

oral order an order placed verbally by purchasing personnel.
-P-

personal service contractee FAR 37.101.

price see FAR 15.801.
price analysis see FAR 15.801.

procurement acquisition from an-Federal soges, with or withoucost, of persomn@roperty

and nonpersonal services by purchasing, contracting, renting, leasing or transfer but not by
seizure condemnation, donation, or requisition. All stages of the process of acquiring property or
services, beginning with the process for determining a need for property or services, ana ending
with contract completion and closeout.
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Glossary of Term

-P-

procurement administrative lead time (PALTeriod of time encompassing (1) the interval
between the initieon of a requisitin and the placingf@n order ("admnistrative leaditne™)

and (2) the interval from placing of the order to delivery, which the buyer must reasonably allow
the vendor to prepare for shipment or to complete performance.

program personngelstaff members involved in administering a specific program or carrying on a
specific activity. Often the requisitioner of specific supplies and services.

project inspector Government employee designated by the Contracting Officer to give direct
and continuing inspection for construction and service contracts to enforce the contract terms.

proposal a prospective contractor's reply to a request for proposal (RFP). Usually consists of
two parts, a technical proposal and a cost proposal. A proposal is binding on an offeror, and
may be accepteby the Governmeio create a caract.

protest a written objection by a potential contractor to a solicitation, a proposed award, or an
award.

purchase term used to denote acquisition under procedures contained in FAR 13; used
interchangeably with "simplified acquisition”

purchase file the backup file Wich supports a panase. It should ahude the purclse request,
any clarification action taken, the solicitation (if oral, documented on Form 1510-18), a record
of pertinent discussion, other backup data, and a copy of the purchasing document.

purchase ordersee FAR 13.101.

purchase regsition (PR) see requisition.

purchasing acquisition of goods and services from established sources of supplies and the open
market.
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Glossary of Term

-P-

purchasing agentany employee with purchasing responsibility. This responsibility includes
preparing and soliciting offers and quotes, and preparing contracts for award. Asimgrcha
agent may not sign an order or contract unless he/she has also been appointed a Contracting
Officer with authority to obligate the Government.

_Q_
guotation a prospective contractor's response to a Request for Quotation solicitation document.
A quotation is not bindg on the quoter.nlorder to creata contract, th&overnment must
make an offer based on the quote and the vendor must accept the offer. See FAR 13.108.

-R-

Regional Federal Supply Scheduleshedules which cover only a particular GSA Region.

rental in the BLM, a contractual arrangement under which one conveys equipment or facilities
for up to 60 days, at a specified price.

request for prapsal (RFP) a solicitation document used in negotiated procurements.

request for quotationa solicitation daegment used in simpidd acquisitions.

requisition (RQ) internal document, prepared by program personnel, that describes required
supplies or serves, estimated chsequired deligry date, and o#n information neessary to

initiate procurement. Serves as the basis on which the procurement office solicits and awards an
order or contract, or acquires supplies and services from an established source.

requisitioner employee who has a need and prepares a requisition describing the need. The user
sends the requisition to purchasing personnel and may inspect the item or service upon delivery
or performance.

responsible term used to indita that an offer has the finanal resources,grsonnel,
facilities, integrity, and overall capability to complete a Government contract successfully.
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Glossary of Term

-R-

responsive term used to indicate that an offeror proposes to supply the precise materials or
services under the terms set forth in the solicitation document.

-S-
sealed bid see "bid" and FAR 14.

service contractsee FAR 37.101.

Service Contract Actlaw requiring the Department of Labor to determine the minimum labor
rates that must be paid if a contract is for services and exceeds $2,500.

set-aside procurement action that is reserved exclusively for award to an offeror meeting
specified criteria. Types of set-asides which are authorized by statute include all simplified
acquisitions betven $25,000 and $1@W0 and small busies set-asides.

Small Business Administrationa Federal agency created to foster and protect the interests of
small business concerns. Among other functions, it verifies certification of small business size
status and issues Certificates of Competency.

small business concersee FAR 19.001.

small purchasesee FAR 13.101.

small purchase proceduresee FAR 13.101.

solicitation oral or written ppcess by which thGovernment comunicates its reguements

for specific items or services, and requests quotes or offers from prospective contractors.
Written solicitations in small purchasing include requests for quotations and requests for
proposals. Solicitations under contracting procedures are requests for proposals and invitations
for bids.

source list see bidder's mailing list.

specification see FAR 10.001.
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Glossary of Term

-S-

statement of work the portion of a solicitation document or resulting contract for services that
introduces and describes in precise terms the work (tasks, materials, reports, etc.) to be procured
in order to fulfill requirement.

subcontract see FAR 44.101.

supplemental agreemergee FAR 43.101 and FAR 43.103(a).

supplies see FAR 2.201.
-T-

termination exercise of the Government's right to terminate, in whole or in part, the contractor's
right to proceed. There are two types of termination: for convenience of the Government, which
entitles the condictor to paymentfa@osts incurredor performane to date plus a pportional
allowance for profit; and for default, where the contractor has failed torpetifie contractual
obligations and may have to pay the Government excess reprocurement costs or damages.

-U-

utilities: electricity, gas, steam, water and sewerage, and the installation of facilities necessary
to supply the services from the utility companies' main lines to the point of use or metering.

-W-

women-owned busess a business at least 51 percent owned by women who are U.S. citizens
and who also control and operate the business.

work statement see statement of work.
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Purchase of Promional and Informtional/Educatioal Materials

This document describes the Bureau of Land Management's (BLM) authority and policy
regarding purchasing items used as promotional material, or for informational and educational
purposes, for distribution to members of the public. These items might include such things as
bumper stickerskey chains, icecsapers, papelips, plaques,sh trays, coffeenugs, T-shirts,

belt buckles, littebags, book cove, emblems of vayus forms, etc. Tése items gendha

have agency logo slogans or othenessages. Itemsweh might be provield to employees,

such as non-monetary awards under the Incentive Awards Act, and items for safety pugposes, a
not covered in thimemorandum.

There are few clear-cut answers in the decision on whether an eapmapriately be

purchased and distributed to the public with appropriated funds. This policy has been developed
as a result of our analysis of the existing statutes and case law, in an attempt to offer BLM
managers the most possible flexibility in light of the available guidance.

BACKGROUND. The @neral Accouimg Office (GAQ provides opinionas to the proprigt

of Federal expenditures. If there is no specific statute prohibiting an expenditure, GAO uses two
principles to detenine if an expese using appropitiad funds is proper(1) Is it specifially

provided for in the agency's authorizing legislation? (2) If not, is the purchase a necessary
expense to help accomplish the purpose of the appropriation? In other words, is there a direct
connection between the expense and the purpose for which the appropriation is made, and is the
expense essential to carrying out the purpose?

PROMOTIONAL PURCHASES. There is no specific authority in the BLM's general

authorizing legislation to acquire and distribute promotional materials to the public. We do have
general authority to communicate information reasonably necessary to administer laws and carry
out our mission.

Since we do not have specific legislative authority for promotion, we have to rely on the second
of the GAQO's priniples for deternming if an expenses proper: is it nessary to acconigh

the purpose of the appropriation? The GAO has consistently held that novelty, promotional
items are not necessary expenses, and therefore are considevedlEpenses (gifts) which
cannot be charged to appropriated funds. Cases in which the GAO has decided that the
requested items were gifts include:
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sweaters to boosbvl Corps enrollex morale at Christas;

ashtrays with the Sall Business Adminisation seal, to beanded out to SBA offials
attending a conference;

decorative keghains given to egtators attendgForest Serviceponsored semingr
intended to genate future regmses from partipants;

plastic garbage cans containing candy in the shape of solid waste, distributed by EPA at
an exposition, to promote understanding of proper waste disposal practices; and

plaques and paperweights distributed by the Department of the Army to government
officials and distinguished citizens who support missions of the Command.

The GAO has ruled in all these cases that there is insufficient evidence to conclude that missions
could not be aceoplished without thee items. The GAGas not ruled thatn¢ertainment,

gifts, and other personal items may never be construed as furthering an agency mission.
However, the GAO feels that such uses are so subject to abuse that either specific Congressional
authorization or a very unusual case must exist before general agency appropriations may be
used.

An example of th@ossibility of justifable use of prommnal items appea in the Wild Horse

and Burro ProgramThe Wild Horserad Burro Act reguies that the BLM n@ove excess

animals from theange. It establges an adoption pgram as the meamo place healthgxcess
animals in private care. The Act does not specifically provide authority for promotion.

However, the BLM has taken the position that promotion of the adoption program meets GAO's
test as necessary to the purpose of our appropriations. It is essential to spread the word about
availability of theanimals, and to #gely solicit the ingérest of potentiadopters in ordeo
accomplish the mission. We suffer a negative impact on our mission if wild horses are
unadopted. Promotional items or campaigns associated with the wild horse and burro adoption
program which are necessary to accomplish the purposes of the Act, therefore, would be
appropriate for purchase and use. Managers must determine on a case{ysisawhether a
specific proposed promotional activity or item is necessary to the success of the adoption
program.
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INFORMATIONAL/EDUCATIONAL PURCHASES. The Federal Land Policy and

Management Act (FLPMA) provides direct authority to provide information/education (I/E), and
utilitarian items which are reasonably necessary to administer the law and carry out our mission.
We also have I/E authority written into a number of other statutes, such as the Archaeological
Resources Protection Act, the Wilderness Act, and outdoor recreation legislation. For example,
we clearly camand out informatinal material, sucas brochuresgéflets, informigon packets,

maps, etc. We can also hand out trash bags at recreation sites, because the bags provide for
proper litter disposal. A packet of information could be assembled in a bag, which could have a
promotional messagon it. We can ussppropriated fuds to buy items whicare primarily 1E

in function. Packaging I/E material to enhance its promotional value is acceptable, as long as
the content of thpackage is I/E marial.

POLICY. The BLM pesonnel may acquérand use only itenvghich can be resanably

justified to either meet (a) the GAO test of necessity, which is required to buy promotional

items, or (b) the definition of I/E materials. The succeeding paragraphs provide guidelines

which must be considered in determining whether use of an item is informational/educational.
The nature of the message itself and the item on which it appears are both factors which must be
considered. Instablishing requaments, and makirtgose decisions, magers and Public

Affairs Officers (PAQ's) must consider all of the following criteria:

1. An I/E item must adain a messagéaut a BLM programgr information thawill be of use

to the public, as opposed to merely a logo. The GAO has consistently ruled that items which
contain only logos are promotional items, and therefore gifts. The message might be a reminder
to protect historiartifacts, or aimvitation to becoma BLM volunteer. fie message could

convey factual information about some aspect of a BLM program. Good judgment must be used
in the determination as to whether a there is enough content to a message that it can be
considered informational or educational, as opposed to being merely a logo.

2. The message niuse directly pégment to the BLM's m&on and programsEven items
with messages which promote laudable public purposes, such as drug-free schools, are not
appropriate unless there is a direct connection to the BLM's mission.

3. Messages must be about specific BLM programs, rather than the BLM's existence. Providing
the information that the BLM exists is promotional; the fact that dead trees provide homes for
wildlife, in conjurction with Animal Im, is educationallnformation must babout specific

public initiatives (e.g., Back Country Byways) to which individuals can relate, rather than

general awareness of the BLM programs (e.g., Recreation 2000) or philosophies (multiple use)
from which the initiatives derive.
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4. The existing knowledge, interest, and applicability of the topic to the audience must be
considered in determining whether the use is I/E or a gift. Consideration would include whether
the audience needs the message, and the benefit to the BLM of their receipt of the message.
Groups of students, Scouts, or 4-H'ers would be appropriate recipients of I/E materials. Book
covers with informational material about Tread Lightly or the wild horse and burro program are
a good example. Members of conservation or leisure activity-related organizations or groups of
prospective volunteers are examples of candidates for receipt of I/E materialgietyata

BLM programs.

5. The higher the dollar value of the item, the more significant the message must be, in terms of
guantity of information, or likely visibility of the message. Managers should aim to get
increased exuire from morexpensive items.

6. Items must not ctain messages whiacould be consided lobbying, whih is illegal with
appropriated funds, or manipulation of public opinion. Consideration must also be given to the
degree of acceptance or controversy of a message. For exampigper sticker in the

Northwest espousing a position on spotted owls would be inappropriate.

7. Considering the BLM's environment-based mission, managers must consider the potential
environmental éécts of the evaual disposition ofhe item. Such consdations would

include possible jary to wildlife, thepossibility of recgling, and biodegdability. Balloons

for instance, & less desirablan other items awhich messages wihil be printed. Plés

items degrade very slowly and may be hazardous to wildlife.

8. Items and their messages must reflect a high quality of manufacturing or production, and
good taste, that witeflect well onthe BLM.

9. Items which hara strong persahconnotation, sicas T-shirts andaps, are not geraly
appropriate for I/E programs, except for limited use situations, where the impact of the message
would be a clearly effective I/E tool. An example might be T-shirts proclaiming that the wearer
was the adopter of a BLM wild horse.

In light of the above guidelines, it is clear that a number of the items the BLM currently uses are
appropriate, such as Tread Lightly coloring books, or book covers with educational messages for
school groups. Some items might be justified in specific situations, such as travel mugs and key
chains (or other travel-related items) with pertinent messages targeted for Back Country Byways
events. Mugs, key chains and other items with only the BLM logo, are not appropriate for
purchase with appropriated funds. Each situation must be reviewed in light of this policy.
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OTHER OPTIONS. For items which do not meet the test for purchasing using appropriated
funds, the use ofom-appropriate funds offers atitional flexibility. The BLM has authdy

under Section 307(c) of the FLPMA, to accept contributions or donations of money, services
and property for the management, development, acquisition and conveying of the public lands.
Our appropriations acts include authority for BLM to spend whatever donated funds we receive,
which are deposited into a separate trust fund account, and are available until expended.

Donated funds are not subject to all of the restrictions applicable to direct appropriations. The
GAO has ruled that agencies receiving donated funds have discretion to determine whether
expenditures of those funds are in furtherance of official purposes. This does not mean that
agencies have blanket authority to use these funds; each agency must justify its use as
consistent with the terms and conditions of the donation, and as related to the authorized
programs of the agency. Donated funds may not be used for personal expenses (for instance
Christmas cards or business cards), or to pay expenses otherwise prohibited by law. However,
accepting funds for promotion of Bureau programs, and buying promotional items related to the
authorized programs of the Bureau with those funds, may be a legitimate use of donated funds.
Acceptance ogpromotional items #mselves, devgbed in partnershiwith a private

organization, islao an option. If paners develop s items using our ¢, we should

approve them in advance, to assure they are appropriate. When such partnerships ar
established, they must relate to the authorized programs of the agency. When we participate in a
State centennial celebration, for instance, the BLM's activities must be related to activities and
events on the public lands.

RESPONSIBILITY. Itis important that this policy be implemented and actively managed
throughout the BLM, in order to assure consistency and application of good judgment.
Managers must be aware of both the positive and negative impacts of public use and visibility of
these items. StatarBctors, the SCDral D-BIFC shall distbute the policy athensure its

application to all ppgrams in the Staterhey shall estdish a system within thState, to

provide guidance, control and review of implementation, and approval of requisitions by
program or public affairs officials for consistency with this policy. Procurement and printing

will then be done in the normal manner.
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Document Identi€ation Numberingystem (DINS)

Note: The following information is current through Instruction Memorandum No. BC-098-050,
Change 4 dated December 22, 1999.

A DINS was jointly developed and adopted by the State Procurement Analysts and Bureau
Finance Office representatives during the BLM Procurement Conference in Portland, Oregon,
the week of February 8, 1998.

Effective October 1, 199§ou must assign the weDINS listed in Appedices 2, 3, and 4 &l
new acquisition awards and obligationtJse of thanew DINS is optional for the contract
administration of@sting awards madprior to FY1999

Establishing a standard Bureauwide DINS numbering system has enable us to:

C Correct Interior Procurement Data System (IPDS) deficiencies identified in the Inspector
General’s audit (Report No. 90-26, dated December 1989)

C Begin transitioning to a Bureauwide acquisition DINS for implementing the Interior
Department Electronic Acquisition System - Procurement Desktop (IDEAS-PD) and
PD-Web. IDEAS-PD and PD-Web implementation in the BLM will began in FY 1998
and was completed in FY1999.

C Establish a stand&integrated INS that complies witkRederal Financig&ystem (FFS)
standards for recording commitments and obligations. The new DINS has allowed a
successful intéace betweerDEAS-PD and the FFS.

C Provide a Y2K-cmpliant document mabering system.

As DINS continues to evolve and BLM’s organization and operating environment change over
time, this guidance will be periodically updated.

! IM No. 91-433, dated September 24, 1991, Decade
problem related to the use of a single fiscal year
character.
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Type of Acquisition

BLM DOCUMENT IDENTIFICATION NUMBERING SYSTEM
Effective October 1, 1998

Office Code

Document
Instrument Type

Fiscal Y ear

Serial
Number

Example

Requisition (Using IDEAS-PD)

None - System

One character-1pha

2 character

7 character

R-990000001 - BUREAU WIDE

(Refer to Attachm# 1 - BLM
Instrument Types)

Default Systems default tan Numeric Numeric
‘R @ Pos.1 Pos. 2-3 Pos. 4-10
Requisition (Other thaDEAS- | 2-Character Alpha | One character-1pha 2 character 4 character BFR990001 - California Desert District
PD) Pos. 1-2 Pos. 3 Numeric Alpha Numeric
Pos. 4-5 Pos. 6-9
2-Character Alpha | One character-lpha 2 character 4 character NAB990001 - NBC-BC660A
Blanket Purchase Agement Pos. 1-2 Pos. 3 Numeric Alpha Numeric
(BPA) Pos. 4-5 Pos. 6-9
2-Character Alpha | One character-lpha 2 character 6 character NAB99000101 - NBC-BC660A
Individual BPA Call Pos. 1-2 Pos. 3 Numeric Alpha Numeric
Pos. 4-5 Pos. 6-11

Simplified Purchase wards

2-Character Alpha
Pos. 1-2

One character-1pha
Pos. 3

2 character
Numeric
Pos. 4-5

4 character
Alpha Numeric
Pos. 6-9

HBP990001 - Burns DO, Qgen
KCP990001 - Rawlins FO, Wyang
HAP990001 - Oregon State Office

Contract Awards 2-Character Alpha | One character-lpha 2 character 4 character NDC990001 - NBC-BC670B
Pos. 1-2 Pos. 3 Numeric Alpha Numeric HAC990001 - Oregon State Office
Pos. 4-5 Pos. 6-9 NAC990001 - NBC-BC660A
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BLM DOCUMENT IDENTIFICATION NUMBERING SYSTEM
Effective October 1, 1998

Request for Informaiin

Solicitation for Offer

Document Serial
I Office Code Instrument Type Fiscal Year Number Example
Type of Acquisition
Solicitations:
2-Character Alpha | One character- Numeric| 2 character 4 character ESQ990001 - Montana State Office
Request for Quotation Pos. 1-2 Pos. 3 Numeric Alpha Numeric | BAQ990001 - California State Office
Pos. 4-5 Pos. 6-9 GDQ990001 - New Mexico State Offic
Same as above Same as above Same as above| Same as above | HAR990001 - Oregon State Office
NBR990001 - NBC-BC660B
_ Request for Proposal
Same as above Same as above Same as above| Same as above | NDB990001 - NBC-BC670B
HAB990001 - Oregon State Office
Invitation for Bid Same as above Same as above Same as above| Same as above | NBI990001 - NBC-BC660B
B HAI990001 - Oregon State Office
Same as above Same as above Same as above| Same as above | NCS990001 - NBC-BC670A

D

Travel Authorizations/®uchers

Same as above

Same as above

Same as above

Same as above

FAT990001 - Nevada State Office

GBL's* 2 character Alpha = | One character Alpha =0} 2 character 5 character BLD3785634
BL - pos. 1-2 - Pos. 3 numeric - 37 - | numeric - 85634
Pos. 4-5 -
Pos. 6-11
GF's* 2 character Alpha 4 character -numier 2 character 3 character GF403299252

=GF - pos. 1-2 BOAC numeric numeric - Julian
Pos. 4-5 Date - Pos. 6-9
*Exceptions to the Standard Numbering System
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BLM DOCUMENT IDENTIFICATION NUMBERING SYSTEM
BLM OFFICE CODE CONVERSION TABLE

ALASKA NATIONAL BUSINESS CENTER
AK953, State Offices LA BC600, National Business Center Directors Office = NJ

AKO020, Northern Field Oite = LE
AKO040, Anchorage Field G€e = LF
AKO050, Glenallen Field flice = LC
AK328, Alaska Fire Swice = LB
AK930, Juneau FO = LD

AK970, Utilities Cons. Tam = LX
AK980, Utilities Cons. Tam = LY
AK990, Utilities Cons. Tan = LZ

ARIZONA

AZ950, State Office = AA

AZ010, Arizona Strip Field Office= AB
AZ020, Phoenix Field Office = AC
AZ030, Kingman Field Office = AD
AZ040, Safford Field Office = AE
AZ050, Yuma Field Office = AF
AZ060, Tucson Field Office = AG
AZ070, Lake Havasu Field Office = AH
AZ970, Utilities Cons. Team = AX
AZ980, Utilities Cons. Team = AY
AZ990, Utilities Cons. Team = AZ

NATIONAL TRAINING CENTER
TC100=TC

TC970, Utilities Cons. Taan = TX
TC980, Utilities Cons. Taan =TY

BLM MANUAL
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BC610, Accounting Group = NF
BC620, Payments Group = NG
BC640, Business Information Systems = NH

BC650, Denver Center Support Services Group = NK

BC660A, Professional Services Team = NA
BC660B, Information Technology Team = NB
BC670A, Leasing Team = NC

BC670B, Constr.., Supplies and Equipment= ND
BC680, Property Operations = NE

BC970, Utilities Cons. Team = NY

BC980, Utilities Cons. Team = NZ

NATIONAL APPLIED RESOURCE SCIENCES
CENTER

RS100, Director = NL

RS110, Architecture & Engineering = NL

RS120, Geographic Sciences = NM

RS130, Natural Resources Sciences = NN
RS140, Resource Analysis and Assessment = NO
RS150, Information & Communications = NP
RS190 = NQ
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BLM DOCUMENT IDENTIFICATION NUMBERING SYSTEM

NATIONAL HUMAN RESOURCES MANAGEMENT
CENTER

HR200, Personnel Officer = NR
HR210, Employment & Compensation = NS
HR220, Employee/Labor Relations = NT

HR230, Equal Employment = NU
HR240, Occupational & Env. Safety & Health = NV
HR250, Information Resources Mgmt. = NW
HR290 = NX

CALIFORNIA

CA940, California State Office = BA

CA100, Central Region Office =BD

CA160, Bakersfield Field Office =BG
CAL170, Bishop Field Office =BH

CA180, Folsom Field Office = BE

CA190, Hollister Field Office =BI

CA300, Susanville Field Office = BC

CA320, Alturas Field Office = BP

CA330, Arcata Field Office = BR

CA350, Eagle Lake Field Office = BT
CA360, Redding Field Office = BU

CA370, Surprise Field Office = BW

CA340, Ukiah Field Office - BB

CA610, California Desert District Office = BF
CAB650, Ridgecrest Field Office=BJ

CA660, Palm Springs/South Coast Field Office=BK
CA670, El Centro Field Office=BL

CA680, Barstow Field Office=BM

CA690, Needles Field Office=BN

BLM MANUAL
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BLM OFFICE CODE CONVERSION TABLE

CA970, Utilities Cons. Team = BX
CA980, Utilities Cons. Team = BY
CA990, Utilities Cons. Team = BZ

COLORADO

CO0100, Little Snake Fieldffice = CF
CO0110, White River Field Office = CG
C0120, Kremmling Field Office = CH
CO0130, Grand Junction Field Office = Cl
C0140, Glenwood Springs Field Office = CJ
C0O150, Uncompahgre Feild Office = CK
C0160, Gunnison Field Office = CL
CO0170, San Juan Field Office = CM
C0180, Anasazi Heritage Center = CN
C0190, Imagination Team, CO

C0200, Royal Gorge Field Office = CP
CO0210, Lajara Field Office = CQ

C0220, Saguache Field Office = CR
CO500, Front Range Center = CD
CO0600, Northwest Center Office = CE
CO0610, Craig/Routt Interagency Fire = CS
C0620, Upper Colorado River Intagcy Fire = CT
CO700, Southwest Center = CC

C0951, State Office = CA

C0970, Utilities Cons. Team = CX
C0980, Utilities Cons. Team = CY
C0990, Utilities Cons. Team = CZ
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BLM DOCUMENT IDENTIFICATION NUMBERING SYSTEM
BLM OFFICE CODE CONVERSION TABLE

EASTERN STATES

ES910, State Office MA

ES020, Jackson Field Officc MC
ES030, Milwaukee DO = MB
ES970, Utilities Cons. Tea= MX
ES980, Utilities Cons. Tea= MY

IDAHO

ID950-1D953, ID955, ID958 = DL

ID010, Lower Snake River DO = DB
ID017 = DR

ID070, ID071, ID072, IDO74, Upper Snake River District = DD
IDO77, Burley Field Office = DC

ID073, ID076, Shoshone Field Office = DF
ID075, Pocatello Field Office = DG

ID080, Upper Columbia-Salmon/Clearwater District = DE
ID081, Business Mgmt. Services = DU
ID082, Field Operations Support = DV
ID084, Challis Field Office = DS

ID085, Salmon Field Office = DT

ID086, Coeur d’Alene Field Office = DW
ID087, Cottonwood Field Office = DQ
ID910-15, 918 = DA

ID930 = DH

ID931 = DI

ID932 = DJ

ID933 = DK

ID940 = DZ

BLM MANUAL
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ID954 = DM
ID956 = DN
ID957 = DP
ID960 = DY
ID970, Utilities Cons. Team = DX
ID980, Utilities Cons. Team = DY
ID990, Utilities Cons. Team = DZ

MONTANA

MT930, State Office €S

MTO10, Billings Field Offie =EU
MT020, Miles City FO = EM

MTO030, North Dakota Field @fe = ED
MTO040, South Dakota Field Ot =EV
MTO50, Dillon Field Office =EW
MTO060, Lewistown FO = EL

MTOQ70, Butte FO = EB

MTO080, Great Falls FidlOffice =EX
MTO090, Malta Field Offie =EY
MT100, Missoula Field Offie =EZ
MT970, Utilities Cons. Tea = EE
MT980, Utilities Cons. Tema = EF
MT990, Utilities Cons. Tea = EG

NEW MEXICO

NM910, State Office = GD

NMO010, Albuquerque Field Office =GA
NMO020, Taos Field Office =GX
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NMO030, Las Cruces Field Office =GL
NMO040, Tulsa Field Office =GT
NMO050, Socorro Field Office =GS
NMO060, Roswell Field Office =GR
NMO070, Farmington Field Office =GF
NMO080, Carlsbad Field Office=GC
NMO090, Amarillo Field Office=GH
NM970, Utilities Cons. Team = GW
NM980, Utilities Cons. Team = GY
NM990, Utilities Cons. Team = GZ

NEVADA

NV950, State Office FA

NV010, Elko Field Office= FB

NV020, Winnemucca FiglOffice = FC
NV030, Carson City Fieldffice = FD
NV040, Ely Field Office= FE

NVO050, Las Vegas Hig Office = FF
NV060, Battle Mountain Fié Office = FG
NV970, Utilities Cons. Tam = FX
NV980, Utilities Cons. Tam = FY
NV990, Utilities Cons. Tam = FZ
WO260, Wild Horse & Burr@®ffice = FW

NATIONAL INTERAGENCY FIRE CENTER
FC220, Acquisition Office = RA

FC970, Utilities Cons. Team = RX

FC980, Utilities Cons. Team = RY

FC990, Utilities Cons. Team = RZ

BLM MANUAL
Supersedes Rel. 1650

NATIONAL IRM CENTER

NI1100, Office of IRM/Modernization = UA
NI110, Div. Of Data Management = UC
NI120, Div. Of IRM Applications Support = UE
NI130, Div. Of IRM Operations Support = UJ
NI140, I0C Project = UD

NI150, Div. Of Eng. = UB

NI160, Div. Of Con. Mgmt. = UF

NI170, Div. Of Config. Mgmt. = UG

PO100, LRIS Program Office = UH

OREGON

OR952, State Office = HA
ORO010, Lakeview DO = HL
ORO020, Burns DO = HB

ORO030, Vale DO = HV

ORO035, Baker Field Office = HK
ORO050, Prineville DO = HP
ORO080, Salem DO = HS

ORO090, Eugene DO = HE
OR100, Roseburg DO = HR
OR110, Medford DO = HM
OR120, Coos Bay DO = HC
OR130, Spokane DO = HW
NHOTIC = HN

OR970, Utilities Cons. Team = HX
OR980, Utilities Cons. Team = HY
OR990, Utilities Cons. Team = HZ
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UTAH

UT910, State Office = JS

UTO010, Fillmore FO = JF

UT020, Salt Lake Field Office = JL

UTO030, Grand Staircase Escalante NM = JG

UTO040, Cedar City District Office = JC
UTO044, Cedar City Field Office - JB
UTO045, Dixie Field Office = JD
UT046, Kanab FO = JK

UTO050, Richfield Field Office = JR
UT060, Moab Field Office = JM
UTO070, Price FO = JP

UT080, Vernal Field Office = JV
UT090, Monticello FO =JT

UT970, Utilities Cons. Team = JX
uUT980, Utilities Cons. Team = JY
UT990, Utilities Cons. Team = JZ

WYOMING

WY910, State Office = KA

WY010, Worland Field Office = KW
WYO020, Cody Field Office = KD
WY030, Rawlins Field Office = KR

WYO040, Rock Springs Field Office = KS

WYO050, Lander Field Office = KL
WYO060, Casper Field Office = KC
WYO070, Buffalo Field Office = KB
WYO080, Newcastle Field Office = KN
WY090, Kemmerer Field Office = KM
WY100, Pinedale Field Office = KP

BLM MANUAL
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WY911,WY912, WY913 = KA
WY920, WY922, WY924 = KE
WY930 = KF

WY950, WY951, WY952, W53, WY954, WY955,
WY956 = KG WY970 = KX

WY980, WY985 = KG

WY981 = KW

WY983 = KR

WY984 = KS

WY986 = KC

WY990, Utilities Cons. Team = KZ

WASHINGTON OFFICE

WO800, Acquisition Office= PA

WO100, Directors Offie = PB

WO200, Renewable Rasrces & Planning = PC
WQO300, Minerals, Realt& Resource Protdch = PD
WO500, Information Resowrs Mgmt. = PE
WO600, Communications =FP

WQO700, Human ResourcesPG

WQO107, Special Nation&8rojects Team = PS
WQ0970, Utilities Cons. Ten = PX

WQ0980, Utilities Cons. Team = PY
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BLM DOCUMENT TYPE

DOCUMENT DOCUMENT
INSTRUMENT INSTRUMENT
TYPE: doE:
ReqUISItION......oeviiiii e R
Solicitations

Request For QUOtation. . co......ooooviiiiiiiiiiiiins
Sealed BidS.........vveeeeieiiiiiiiieee e
Request For Proposal...........cccccuuviviiiiiiieeinnas
Request For Informatian...................cocinieeee.
Solicitation For Offer..........ccccevviiiiiiiiiiiceeeeee

w — 0T WO

Awards (OBLIGATIONS):

*Assistance Agements, Grants, laEnforcement........ccccvvvvvvnenee. A
Task Orders under anottgtates Agreenm...............cccccvvvevnennns w
Task Orders undsame States AGFBIENES.........cccvvveeeeeeriinnnen. F

Blanket Purchasegheements and individuealls B
(Partial Obligation/Payent Sequence: 01-99, ABAB1-B9, AA-AZ, BA-BZ)

170] 011 7= 11 1T PO PP PTT TR C
Task Orders/Digery Orders againstontracts (including dekry
orders placed against GSA FSS contracts) D
BLM MANUAL Rel. 1-1664
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*Inter/Intra-Agency AGBEMENES........ccovrivrrriieiiiieeeree e eeaes |
Task Orderssged against agreemt.............ooooeeveiiiceeeeeeeeenn,
SPACE LEASING.«.ctt i L

Simplified Purchases (Use code D for delivery orders placed

against a contract - including GSA FSS contracts) P
(Purchase) Cardsid Checks.............co o vmmeeeeieeeiieiieeeeeeenn K
*Government Bill of LadingGBL).........cc.cooviiiiiaciiiiiiiiiiiieieeee BL
FGSA FUSIIP . coiiiiiii ettt GF
*GSA SLUC Bills, Reirhursable WA............ocmeeieiieiieeiieeeinnns G
*Gas Credit CargSFL82'S.......ccciiiiiiiiiiiieee e e M
*Emergency EquipmentaRtals...........c.vvviieeeeeeeeeeieiiieiieeiiinns E
FULIIEIES ... u
*MOLOIVENICIES. ... Y,
FREFUNOS. ... e **
O A S e e e e e e e naae AS
*Tort Claims, Land Aquisitions, SF44's, SF1164's.................. M
RAtIfICAtIONS. ... cmeeiiiiii e M
BLM MANUAL Rel. 1-1664
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G PO ittt ettt a———— e e e e e eeeear b ———— G
Eall 1 = VL= T
BV, SV'S, IV S ittt eeee e J

*Note: will not be procesed through the Interior Partment ElectroniAcquisition System (IBAS).
**Eor Example: CA99351001 = offe code (2 charams), fiscal yeaf2 digits), julian date3(digits), sequential numb€3 digits).
CA 99 351 001
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