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BY ORDER OF THE COMMANDER
      

           RRS INSTRUCTION 16-501

AIR FORCE RESEARCH LABORATORY





 01 June 2001 

Operations Support

PROGRAM IMPLEMENTATION REQUEST AND AUTHORIZATION

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY


OPR:  AFRL/IFB (Mrs. Verna Weeden)


      Certified by:  IFB (Igor Plonisch)

Supersedes AFRLI 16-501, 1 Jul 96

   


     Pages:  34,  Distribution X


This instruction implements AFPD 16-5, Planning, Programming, and Budgeting System.  It sets up the responsibilities and procedures for program implementation at AFRL/IF and SN at Rome Research Site (RRS) and IF at Wright Research Site (WRS). 
SUMMARY OF CHANGES 
This revision supersedes RLI 16-501, 1 Jul 96, and aligns the instruction with AFPD 16-5. It establishes a logical, meaningful, and understandable approach to the preparation of the RRS Form 2916 “Program Implementation Request and Authorization”.  

The RRS Form 2916 has been revised to include IF program implementation at WRS, Advisory and Assistance Services, extensive changes in Buying Agency Code, Task Code, and additional coding for Definitive Contract (DK) Sub-Designator.  The Accession number has been deleted, as it is now automatically assigned by Defense Technical Information Center (DTIC).  The RRS Form 2916 has been renumbered and Help Fields are available in the Jet Form Flow Version for most of the blocks.  Distribution lists have been updated to reflect the current RRS Form 2916 routing. 

The RRS Form 2916 is being automated in the Purchase Request Tracking System (PRTS) which is a web-based system that allows users to enter information into a database and extract the same information to print a RRS Form 2916.  As a general rule, this instruction addresses the Jet Form Flow version of the RRS Form 2916, although some references are made to PRTS within this instruction. 
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1. INTRODUCTION:

1.1.  Programming of AFRL/IF resources at Rome Research Site (RRS) and Wright Research Site (WRS) and SN resources at RRS which support the AFRL research and technology program, is documented on a RRS Form 2916 and coordinated and approved according to this instruction.

1.2.  The signed RRS Form 2916 accompanied with the AFMC Form 36, Purchase Request (AFMCI 23-102, Chapter 5 and RRS 63-103) is the approval authority at RRS and for AFRL/IF at WRS to award certain types of new contracts and incremental funding in future fiscal years. Unless and until the RRS Form 2916/AFMC Form 36 is approved, no funds may be expended on a program.

1.3.  When all funding data is known for the FY+1 budget, an automated AFMC Form 36 (Automated 01Rs for Add Funds Actions) for Contractual Continuation Funds is prepared automatically by the Financial Management Division, based on the approved Track Sheet.  (Note:  IFF does not create an automated AFMC Form 36 for new contracts.) 

1.4.  Laboratory Investment Strategy is documented in the Science and Technology (S&T) Plan, Technology Investment Plans (TIPs), and Technology Roadmaps as part of the Annual IF Investment Strategy process.

2.  RESPONSIBILITIES:

2.1.  The Strategic Planning and Business Operations Division (IFB):

2.1.1. Sets up program implementation approval policies, procedures, and responsibilities.

2.1.2.  Issues the annual call to Technical Divisions requesting submissions of Track Sheet Data Bases (6.2 Applied Research and 6.3 Advanced Technology Development) for proposed IF programs for the coming fiscal year based on the IF Investment Strategy process.

2.1.3.  Reviews the official Track Sheets against the S&T Plan.  Coordinates the Investment Strategy with the Director and distributes the approved Track Sheets.  The approved Track Sheets provide the basis for submission and approval of RRS Forms 2916 into the AFRL/IF S&T program and for data entered into the Program Management System (PMS).

2.1.4. Coordinates on all RRS Forms 2916 pertaining to Program Elements (PEs) managed by IFB Program Element Managers (PEMs) (61101F, 61102F, 62702F, 63789F, 63790F, 65502F) if not on an approved Track Sheet.  RRS Forms 2916 for other IF managed Program Elements require coordination of the respective IF PEM in the Technical Division before submission.  RRS Forms 2916 for the National Law Enforcement and Corrections Technology Center-North East Region (NLECTC-NE) require the coordination of the NLECTC-NE PEM. Coordination may be either verbal or written, at the discretion of the PEM.  (See Atch 2, Block 39) 

2.1.5.  Notifies the lead Division Office if an RRS Form 2916 is found to be deficient or conflicts with the approved program.

2.1.6. Approves all RRS Forms 2916 for which there is no program direction or BEA authorizing the work and returns to Division for distribution, unless IFB has issued a waiver.  

2.1.7. Receives copies of New Start RRS Form 2916 for which there is a potential for a technology transfer with industry as identified in Blocks 24 and 25, and distributes to the IFB Technology Transfer Office.

2.1.8. Receives copies of RRS Form 2916 when Technology Transition Plan (TTP) is checked in Block 36, and distributes to the IFB 6.3 PEM.

2.2.  Technical Divisions:

2.2.1.  Submit a letter of delegation to IFB designating the Division approving official. This letter must include a sample of the signature and initials of the approving official.  A letter designating a change in approving official supersedes all previous letters of delegation from that Division.

2.2.2.  Prepare and maintain Track Sheets for all IF S&T Program Element Codes (PEC)/Projects in the Purchase Request Tracking System (PRTS).  Keep track sheets updated to maintain current Investment Strategy.  The Strategic Planning and Business Operations Division (IFB) and the Financial Management Division (IFF) have access to the Division prepared tracksheets through the web-based Executive Information System (EIS).

2.2.3. Submit RRS Forms 2916 and associated forms as a PR package for contractual efforts and RRS Forms 2916 and associated forms for Supplies & Equipment, Travel, Salaries, etc. when the Track Sheets are approved.

2.2.4.  Approve and distribute all RRS Forms 2916 after appropriate coordination is accomplished. (See Atch 2, Block 39)

2.2.5.  Ensure that all RRS Forms 2916 initiating Expert Science and Engineering (ES&E) efforts are coordinated through the IFB ES&E Office before approval and distribution.

2.2.6.  Ensure that an approved RRS Form 2916 is available before sending an acquisition package to the Contracting Division's Acquisition Management Office (IFKPA).  (For AFRL/SN at RRS)

2.3. The Acquisition Management Office (IFKPA):

2.3.1. Assigns the RRS Form 2916  to the appropriate buying Branch upon receipt of a complete PR package.  Incomplete packages are held in IFKPA until the Technical/ Support Division supplies all missing documents.  The process of notification of an incomplete PR package is conducted via telecon with the appropriate Division.  

2.4.  The Financial Management  Division (IFF):

2.4.1.
Advises and provides information on funding status, appropriate use of funds, and reprogramming of funds to the Technical Divisions and the IF Staff Offices.

2.4.2.
 Enters the approved RRS Form 2916 data into the Program Management System (PMS).

2.4.3.
Enters all contract continuation funding into PMS and prepares automated Purchase Requests (01Rs).

2.4.4.
Coordinates on all 2916s for O&M (3400), Investment (3080) funding, and BPAC 6206RA. 

3. PROCEDURES FOR PROGRAM IMPLEMENTATION REQUEST AND AUTHORIZATION APPROVAL:

3.1.  The Responsible Engineer:

3.1.1.  Prepares the RRS Form 2916 and signs it in Block 40. He/she is responsible for ensuring that all applicable blocks are filled in correctly. If someone other than the responsible engineer signs the RRS Form 2916, then the responsible engineer's name must be typed in Block 40 because the engineer’s name in Block 40 is entered into the Procurement Management System (PMS).

3.1.2.  Obtains necessary coordination in Block 39 of the RRS Form 2916 (See Atch 2, Block 39).  If the PEM is assigned to the same Division as the responsible engineer, the PEM coordinates before forwarding the RRS Form 2916 to the Technical Division Business Office/Support Division Administrative Office.  If the PEM is assigned to the Strategic Planning and Business Operations Division (IFB) or another Technical Division, the PEM’s approval is obtained during the normal approval/routing process.  (See Attachment 3, A3.2.)

3.2. The Technical Division Business Office/Support Division Administrative Office:

3.2.1.  Is responsible for tracking the execution of the program.

3.2.2.  Works closely with the engineer in implementing the budget and serves as liaison between the program manager/program element manager, and the engineer.

3.2.3.  Advises the engineers of funding limitations/restrictions.

3.2.4.  Insures the procedures set forth in this instruction are implemented.

3.2.5.  Informs Division Chief when exceptions to this instruction are proposed so he can make an informed decision.

3.2.6.  Performs quality control functions to make sure all applicable blocks on the RRS Form 2916 are filled in accurately.

3.2.7.  Makes distribution of the RRS Form 2916 after it is properly signed, coordinated and approved (See Attachment 3).


RAYMOND P. URTZ

Director, Information Directorate




ATTACHMENT 1

GUIDANCE FOR TRACKSHEETS

Al.1.  TRACK SHEETS:

A1.1.1.  Introduction.  The Track Sheets are the mechanism to verify that the Technical Division’s resource allocations are in accordance with the Congressional Descriptive Summaries (CDS), Science and Technology (S&T) Plan (formerly known as Technology Area Plan (TAP), and the IF Investment Strategy for release of current FY+1 and beyond program.  

A1.1.2.  Applicable Program Elements (PEs).  Track Sheets are required for all S&T projects within the 62702F and 63789F Program Element Codes (PECs). Technical Divisions may use the Track Sheet mechanism to prepare Track Sheets for non-S&T program elements which they manage.

A1.1.3. Track Sheet Data Base Maintenance. The Technical Divisions input/maintain their S&T Track Sheets in the Purchase Request Tracking System (PRTS) which is accessed from the Web Executive Information System (EIS) Welcome Screen.  The Financial Management Division (IFF) and the Strategic Planning and Business Operations Division (IFB) must have access to each Division’s database to enable on-line retrievals. Technical Divisions must keep Track Sheets updated to reflect the current Investment Strategy. The PRTS User's Manual provides instructions for using PRTS; contact IFF's Financial Management Information Group (IFFDS) with questions about PRTS. 

A1.1.4.  Track Sheet Preparation. All applicable data fields for each program entry must be completed.   Although manyears are not shown on the Track Sheets, in-house efforts are still included.

A1.1.5.  Track Sheet Approval Process.  Following the Investment Strategy cycle, around the June/July/August timeframe, Technical Divisions will build their track sheets per the IF Investment Strategy position.  After Division Chief approval, Technical Divisions must release their track sheets (set access flags).  IFB then coordinates with the IF Director on the Track Sheets and approves the Track Sheets, thereby releasing the current FY+1 and beyond program.  The Track Sheets, once approved, will form the basis for submittal of the New Start RRS Forms 2916 and associated forms.

A1.1.6.  S&T Track Sheet Changes. Technical Divisions will revise their S&T track sheets in accordance with a. and b. below when a change to the approved track sheet is required.  A change may be required as a result of program execution or as a result of a directed Budget Authority (BA) change. 

a.  Prior to changing their track sheet, the Technical Division will submit the desired changes, via e-mail, through the appropriate PEM to IFB for coordination: 

(1)  For all non-support track sheet items, where changes exceed 20% of any year's track sheet funding for annual budgeted items less than $250,000; or

(2)  For all non-support track sheet items, where changes of $50,000 or more of any year's track sheet funding for annual budgeted items greater than $250,000; or

(3)  For any proposed changes to support salary track sheet items. 

b.  Technical Division Chiefs may approve revised track sheets, with a courtesy copy sent to the IFB PEM via e-mail:

(1)  If the thresholds in a.1. or a. 2. above are not exceeded; or

(2)   For all changes in Track Sheet non-salary Support items (those coded as "10's").

Once track sheet changes are approved, Technical Divisions will execute the revised program. 

NOTE: Approved Advanced Technology Demonstrations (ATDs), regardless of Category designation, will not be subject to funding profile changes without approval of the appropriate Applied Technology Council (ATC). 

ATTACHMENT 2

INSTRUCTIONS FOR PREPARING RRS FORM 2916

A2.1.  INTRODUCTION:

This attachment gives instructions for preparing and coordinating RRS Form 2916 in Jet Form Flow. A 2916 can also be generated from PRTS, a web-based PR Tracking system. Any questions on the automated RRS Form 2916 in PRTS should be referred to IFF's Financial Management Information Group (IFFDS).  Concerns about the PR process/RRS Form 2916 should be referred to the Strategic Planning and Business Operations Division (IFB).  Questions about contents for a specific block on the form should be addressed to the OPR for that block.

A2.2.  GENERAL INSTRUCTIONS:

The following blocks are MANDATORY and must be filled in before the RRS 2916 can be approved or entered into the Procurement Management System (PMS):


Block #
Block Title


2

Job Order Number


3

Title


4

RC/CC


7

FY


8

BPAC


10

Fund User


11

Lead Division


12

Project


13

Buying Agency


14

Task


15

Fund Source


16

PR Programmed Amount


17

PR #


30

Thrust Number (not required for Support Divisions)


38

Purpose


40

Responsible Engineer’s Name


41

Signature of Branch Chief


42

Signature of Division Chief


43

Approval

If other than mandatory blocks are not filled in, the assumption is made that the blocks are Not Applicable (N/A).  The reverse of the RRS Form 2916 must be printed if Block 31, Applicable Standard Statements, is checked or if Block 38, Purpose, is continued on reverse.

A2.3.  INSTRUCTIONS BY BLOCK NUMBER:

BLOCK 1 - RRS Form 2916 Date.  Date form is prepared.  Use DD/MON/YYYY.

BLOCK 2 - Job Order Number (JON).  This number is needed for the Job Order Cost Accounting System (JOCAS) and Technical Effort and Management System (TEAMS) and must be established with or before RRS Form 2916 is submitted.  As a general rule, the first four digits should be against a valid Project Number, if possible.  For new work, establish the new JON using the RRS Form 2885.  Reference RLR 80-14 for establishing JONs; contact the Financial Management Division’s JOCAS office (IFFD) for assistance.

NOTE.  Multiple support RRS Forms 2916 can refer to a single JON with the exception of salary 2916s. Salary 2916s must have their own JON.  As new JONs are established, use “SA” for the 7th and 8th digits; for previously established JONs, "SA" in the 5th and 6th digits is acceptable. Further, support lines for travel, contract maintenance, technical reports, etc., do not require a separate JON but should reflect the appropriate task.  Divisions may choose to track support at either the Task or Project level.

BLOCK 3 - Title of this acquisition.  Titles of RRS Forms 2916 and the work statement should be consistent, unclassified, and limited to forty (40) characters.  Those in excess of 25 characters may have some truncation.  Do not use contract numbers for titles.  Use formal AN nomenclature if assigned, such as AN/FPS-XX.  Be as technically descriptive as possible.  Avoid expressions like “study and investigations of”.  For MIPR, FCA, PD, or PO Out acquisitions, show type of document and customer.  For Example: “PD to ESC for...”

BLOCK 4 - RC/CC.  Responsibility Center/Cost Center number of the fund user.  The RC/CC shown in Block 4 must correlate with the Fund User in Block 10.  OPR for help is the Financial Management Division’s Budget Office (IFFB) or Cost and Management Office (IFFD). 

BLOCK 5 - Incoming Funding Document and Expiration Date.  Show the 8 digit Funding Document Control Number and Expiration Date that was assigned to the incoming funding document that transferred the funds to AFRL, or the BA type money that IFFB has authorized for use in the second year.  For Defense Advanced Research Projects Agency (DARPA), include the amendment number to the ARPA order; the first amendment listed should be the amendment that covers the funds.  If the incoming document is pending, use the word “Pending” in this block.  The 2916 does not need to be amended when the expiration date changes.  Contact the Financial Management Division’s Cost and Management Office (IFFD) for assistance.

BLOCK 6 - Follow On Funding.  By fiscal year (FY), enter the funding needed to complete this effort. Enter whole dollars for FYs+1 and +2, and dollars in thousands ($=K) for FYs 3 and 4.

BLOCK 7 - FY.  Fiscal year of funds being applied, two digits, that is 01, 02, etc. (Note:  The PRTS version fiscal year of funds is four digits.)

BLOCK 8 - Budget Project Activity Code (BPAC).  A separate Purchase Request (PR) Number must be established for each BPAC; however, there can be several PR numbers submitted on the same form 2916.  Do not guess at a BPAC number, but if you know the number in advance, then use the appropriate BPAC number.  BPAC is limited to eight digits and is exactly as stated on the incoming funding document worksheet from IFFD.  If funds are anticipated, but the funding document has not been received and the BPAC number is unknown, insert “55555” in this block.  For unfunded requirements, the PR Number, coded “55555”, is amended immediately by a changed RRS Form 2916, when IFF notifies the engineer of receipt of the official funding documents. Contact the Financial Management Division’s Cost and Management Office (IFFD) for assistance.

BLOCK 9 - Program Element Code (PEC).  Insert the appropriate PEC.  If a PEC is unknown, leave the PEC field blank.  Do not use invalid or dummy PEC numbers or any PECs not shown on the funding document worksheet.  If there is no PEC identified on the funding document worksheet provided by IFFD or funds are anticipated but the funding document has not been received, leave the PEC field blank.  Contact the Financial Management Division’s Budget Office (IFFB) or Cost and Management Office (IFFD) for assistance.

BLOCK 10 - Fund User.  Use the symbol of the branch that will have technical direction of the work.  The Fund User shown in Block 10 must correlate with the RC/CC in Block 4.  Contact the Financial Management Division’s Cost and Management Office (IFFD) for assistance.

BLOCK 11 - Lead Division.  The three-letter symbol of the Division having the program fund responsibility for the project.  Contact the Financial Management Division’s Cost and Management Office (IFFD) for assistance.

BLOCK 12 - Project.   A four character alpha numeric funding project number.

BLOCK 13 - Buying Agency Code.  Put appropriate number/letter in box (See list below):

BLOCK 14 - Task.  Put appropriate number/letter in box (See list below):

Block 13
Block 14
Usage

1 

00

Local IFK Buy

2 

TY

Travel

3

--

DO NOT USE – Purposely Left Blank

4

PT

Printing/Repro/Technical Reports 

4

PC

Centralized Printing Credit Card - IFO is Card Holder

5 

SA

Reimbursable Salaries

6

OS

Base Buy, Miscellaneous Contractual Services,

Telephone Rental, Cell Phone, Pagers, Cable TV,
Communication Usage Based Fees, VTC, FTS-2000 etc.,
Summer Faculty, Membership Fees.

7 

00

Fund Cite Authorization (FCA) Out

8

00

Procurement Directive (PD) Out

9 

00

Military Interdepartmental Purchase Request (MIPR) Out

0 

00

Project Order (PO) Out

L

LM

LMCA Supplies & Equipment Purchases (1348-6)

N

NL

Non-LMCA Supplies & Equipment Purchases (AF Form 9)

C

CC

LMCA Credit Card Holder of a Centralized Credit Card for

Supplies & Equipment Purchases

C

DC

Division Credit Card Holder of a Decentralized 

Credit Card for  Supplies and Equipment Purchases

I

IP

Inter-governmental Personnel Act (IPA)

T

TG

Training - Non IMPAC Credit Card and Textbooks

T

TC

Training - IMPAC Credit Card - IFOW is card holder

 A
AM

Automatic Data Processing Equipment (ADPE)

Maintenance

F

FT

Freight/Transportation

F

FC

Freight/Transportation Credit Card

E

ER

Equipment Rental

P

PM

Photo Mission

K

CM

Contract Maintenance

K

DM

Division Credit Card holder of a decentralized credit card

for Contract  Maintenance/Services

K

MC

IFOLM Credit Card holder of a centralized credit card for 

Contract Maintenance/Services

Z



62702F Salary Transfer (For IFF Use Only)

X



06RA (For IFF Use Only)

NOTE:  The only time Operational Contracting (IFKO) needs an RRS Form 2916 is for the Credit Card program.  AF Form 9s are required for any services that are not covered by centralized IFOLM credit cards, which could be for a one time repair or for recurring maintenance.  IFKO does not use AFMC Form 36's.  

BLOCK 15 – Fund Source.  The organization from which funds were received, for example, DARPA, ASC, NAVY, DIA, etc.  The fund source is limited to four (4) characters: for DARPA use “ARPA” and use “AFOS” for AFOSR.  For assistance contact the PMS OPR in the Financial Management Division.  Include in Block 38, the technical point of contact's complete electronic and postal mailing addresses, and phone number of the fund source if other than AFRL or AFMC.

BLOCK 16 - Funds.  The total amount of FY funds programmed against the PR.  (If a change, the dollar amount will be the new total—after increase or reduction of funds - not the amount of change.)  Enter the full amount -- $30,000, not $30K.  Contact the Financial Management Division’s Cost and Management Office (IFFD) for assistance.

BLOCK 17 - PR Number.  The PR number will be assigned by the Division Management Office (DMO).


a.  PR numbers are assigned to each Division for support and new starts as follows:

IFE


E-y-1000
to
E-y-1999

IFG


G-y-2000
to
G-y-2999

IFGD


G-y-GDXX

IFS


S-y-3000
to
S-y-3999

IFSC


S-y-SCXX

IFSD


S-y-SDXX


IFT


T-y-4000
to
T-y-4999

IFTA


T-y-TAXX

IFB


B-y-5100
to 
B-y-5599

IFK


K-y-5600
to
K-y-5999

IFO


P-y-6000
to
P-y-6999

IFF


F-y-7000
to
F-y-7999

SNR


R-y-8000
to 
R-y-8999

SND


D-y-9000
to
D-y-9999

SNO


W-y-0000
to
W-y-0999

IFF DUMMY#
Z-y-Z000
to
Z-y-Z999 (Internal to IFF Only)

Other Purposes
X-y-X000
to
X-y-X999 (Internal to IFF Only)

NOTES: 1)  y = fiscal year designator, for example, 1=FY01, 2=FY02, etc.

2)  IFB/IFK -  obtain PR# from IFB as needed.


b.  O1R PR numbers (including automated) are assigned as follows:

IFE

E-y-E001
to 
E-y-E999

IFG

G-y-G001
to
G-y-G999

IFS

S-y-S001
to
S-y-S999

IFT

T-y-T001
to
T-y-T999

IFB

B-y-B001
to
B-y-B999

IFK

K-y-K001
to
K-y-K999

IFO

P-y-P001
to
P-y-P999

IFF

F-y-F001
to
F-y-F999

SNR

R-y-R001
to
R-y-R999

SND

D-y-D001
to
D-y-D999

SNO

W-y-W001
to
W-y-W999

NOTE:  For mechanized AFMC Form 36 01Rs, IFFD inputs the PR numbers.  Technical Division Management Offices should contact IFFD to determine the last number used to prevent duplications.  For assistance contact the PMS OPR in the Financial Management Division.

c.  For In-House, PR numbers are assigned as follows:

IFE

E-y-H001 
to
E-y-H999

IFG 

G-y-H001 
to
G-y-H999

IFS 

S-y-H001
to
S-y-H999

IFT

T-y-H001 
to
T-y-H999

SNR 

R-y-H001 
to
R-y-H999

SND

D-y-H001 
to
D-y-H999

SNO

W-y-H001
to
W-yX-H999

d.  For Credit Card PRs –Use the same PR number for credit card PRs from one FY to the next, except for the FY designator.  Assign a new PR number for the creation of a new IMPAC account (i.e., printing, training, if new or different funds from last year’s card, or a different card holder from last year’s card) or if the task code changes from the type of card issued previously.  Insure the card holder name and office symbol is included in Block 38.  For assistance, contact the Operational Contracting (IFKO) OPR in the Contracting Division.  

(1)  Insure a copy of the authorization letter designating the card holder and approving official is attached to the RRS Form 2916 and forwarded to IFKO for processing.  

(2)  Whenever you request a new credit card account, you must prepare and send a letter to IFKO for processing.  IFKO will not process a request for a new credit card account based upon information from a RRS Form 2916.  The letter identified on the  IF Home Page under IMPAC must be accomplished to tell IFKO the name of the card holder, the name of the billing official, the single purchase limit, the monthly purchase limit, and also what the card will be used for, i.e., supplies, services, training, or printing.  This information is not available on the RRS Form 2916. Visit the IMPAC website: 

http://rlweb.rl.af.mil:9090/lfs/public/ifk/ifkpa/impac/mainpage.html. 

BLOCK 18 - Change.  Process a new RRS Form 2916 for significant changes or a change 2916 for insignificant changes.  Identify a change by adding a suffix letter to the original PR number, for example B-1-1000A, B, C etc.  Changes which alter the data on any outgoing funding documents need amendments to the forms.

a.  The following changes are considered significant and require a cancellation of the current 2916 and creation of a new RRS Form 2916:

(1)  Change in project, program element number or BPAC, unless basic RRS Form 2916 was submitted with funds as PENDING.

(2)  Changes in type, source, or FY of funds, unless basic RRS Form 2916 was submitted with funds as PENDING.

b.  The following changes are considered insignificant and require a change to the existing RRS Form 2916:

(1)  Change in title.



(2) Change in purpose.



(3)  Change in job order. 

(4)  Change from sole source to open bid or vice versa

(5)  Cancellation of RRS Form 2916.  

(6)  Increase or decrease in current or future year funding.

NOTES:
1.  Blocks 19 - 38 must be filled in for contractual actions. 

  
2.  Blocks 19 - 37 are not applicable for non-contractual actions. 

BLOCK 19 - Contract Number.  Fill in when known. Add task number when known.  If an order under an umbrella IDIQ contract, add order number when known.  Contact the Contracting Division, Acquisition Management Office (IFKPA) for assistance.

BLOCK 20 - Contract Face Value (CFV) (whole dollars), Modification Face Value (MODFV) (whole dollars), or Order under an umbrella IDIQ contract (CFV) (whole dollars).  

a.  Show total CFV estimated face value of basic contract to completion. For an Order  under an umbrella IDIQ contract, show total contract face value of the Order.  Contact the Contracting Division, Acquisition Management Office (IFKPA) for assistance.

b.  For changes/modifications, show the actual value of the modification (after the increase or decrease of the modification).   

BLOCK 21 - Duration.  Fill in the estimated duration of the effort in months.  For contract modifications, put in months applicable to the modification.  If the RRS Form 2916 is being sent to initiate or support an In-House effort, fill in the number of months the In-House work will cover.  “X” in the appropriate box for “Basic (New Start), Mod or In-House (IH).”  Contact the Contracting Division, Acquisition Management Office (IFKPA) for assistance.

BLOCK 22 – Advisory and Assistance Services (A&AS) (DoDD4205.2) – Services acquired by contract from non-governmental sources to support or improve organization policy development, decision making, management and administration, support program and/or project management and administration; provide management and support services for research and development (R&D) activities; provide engineering and technical support services; or improve the effectiveness of management processes or procedures.  Typical examples are SETA, TEMS, and/or business process re-engineering efforts. Contact IFKPC for assistance.

Category:


1.  Management and Professional Support Services – assistance, advice, or training for the efficient and effective management and operation of organizations, or systems.  These services are normally closely related to the basic responsibilities and mission of the agency contracting for the services.


2.  Studies, Analyses and Evaluations – organized analytic assessments/evaluations in support of policy development, decision-making, management or administration.  Includes studies in support of R&D activities.  Also includes contractor support for models, methodologies, and related software supporting studies, analyses or evaluations.


3.  Engineering and Technical Services – support for the System Program Office or manager during the acquisition cycle by providing such services as systems engineering and technical assistance to ensure the effective operation and maintenance of a weapon system or major system as defined in OMB Circular A-109 or to provide direct support of a weapon system that is essential to R&D, production, or maintenance of the system.

BLOCK 23A - Type Action.  (Applies to Local IFK Buys Only).  Review the TYPE ACTION items below and as listed in Field Help in the Jet Form Flow version of the RRS Form 2916. Enter applicable letters in Block 23A.  Contact the Contracting Division, Acquisition Management Office (IFKPA) for assistance.

Select Appropriate Letters Which Apply:

DK - Definitive Contract (also fill in Block 23B)

GR - Grants/Cooperative Agreements

SA - Supplemental Agreement (In Scope Change/Overrun/Cost Growth)

NW - New Work Supplemental Agreement (Out of Scope Change)

DO - Delivery Order (Non-DOD)

PR - Priced Order under an umbrella IDIQ contract  

OP - Option Exercise

AW - Award Fee

CO - Change Order (Undefinitized Action)

TC - Termination for Convenience (Used for whenever the contract is terminated.)

OT - Other Transactions

CS - Settlement of Convenience Termination (Cost of doing the Termination for Convenience.) 

FA - Funding Action
(Enter ONLY if it provides funds to be added to an incrementally funded contract.  Not used when adding work or changing the SOW.  A Performance Detail Letter (PDL) is a funding type action.)

AC - Administrative Change

NA – Leave Blank if not applicable

BLOCK 23B - DK Sub-Designator.  If the type buy is Definitive Contract (Competitive), select from the following categories and enter applicable letters in Block 23B.  Contact the Contracting Division, Acquisition Management Office (IFKPA) for assistance.

SS - Source Selection  (When using this category, the 2916 must be marked "FOR 

OFFICIAL USE ONLY" on the top and bottom of the form.)  

BAA - 
Broad Agency Announcement (BAA)

PRDA - Program Research and Development Announcement (PRDA)

8A - Award to 8A Contractor

STTR1
- Small Business Tech Transfer Program (STTR) Phase I 

 STTR2
- Small Business Tech Transfer Program (STTR) Phase II

SBIR1
- Small Business Innovative Research Program (SBIR) Phase I

SBIR2
- Small Business Innovative Research Program (SBIR) Phase II

SBIR3
- Small Business Innovative Research Program (SBIR) Phase III

BLOCK 24 - Technology Transfer Candidate.  If the end result of the effort has an expected potential application to both military systems and commercial products, either existing or future, then check the appropriate box in accordance with the following: If the potential for commercialization of the end result of the effort is “High”, that is, even at the start of the program, there is a recognizable spin-off of the effort’s end product to a commercial application, then check the Box labeled “High”.  If there is some potential for commercialization of the end result of the effort, even though there may be little recognizable spin-off from the effort’s end product, check the Box labeled “Low”.  If there is no commercial spin-off perceived, then check the Box labeled “None Foreseen”.  Contact the Strategic Planning and Business Operations Division (IFB), Technology Transfer Office for Assistance. 

BLOCK 25 - Estimated Transition Date.  Date technology is to be transitioned. (See Block 36 for additional transition requirements.)

BLOCK 26 – Transition Customer.  Customer to whom technology is to be transitioned. (See Block 36 for additional transition requirements.)

BLOCK 27 - This Block is unused at present.  

BLOCK 28 – Advanced Technology Demonstration/Critical Experiment (ATD/CE).  Enter ATD or CE if applicable for this effort.  An Advanced Technology Demonstration (ATD) is any AFRL funded 6.3 program that is projected to demonstrate an integrated set of technologies that will enable an improved warfighting capability/system, and be ready to transition between now and the end of the Future Year’s Defense Program.  A Critical Experiment (CE) is the baseline S&T Technology that supports a 6.3 ATD.  Contact the IFB 6.3 PEM for assistance.

BLOCK 29 - ITTP No.  Refers to the AFRL 6.3 Integrated Technology Thrust Program (ITTP). The ITTP codes are located in Field Help in the Jet Form Flow Version of the RRS Form 2916.  Contact the IFB 6.3 PEM for assistance.
BLOCK 30 - Thrust No. (previously TAP Number).  Refers to the thrust and subthrust under which this effort is documented in the current S&T Plan.   Provide the appropriate thrust and subthrust number for the fiscal year of the RRS Form 2916.  See Field Help in the Jet Form Flow version of the RRS Form 2916 for a listing of thrust/subthrust numbers (leave blank for support PRs and staff offices).  Contact the IFB 6.2 PEM for assistance.

BLOCK 31 - Standard Statements.  Review items which are applicable to this request and authorization as listed on the back of the RRS Form 2916 (also listed below), and in Field Help in the Jet Form Flow Version of the RRS Form 2916.  Enter an “X” in the applicable statement(s) box.

BLOCK 31 - Place “X” for Letters Which Apply.

a.  This acquisition is classified and the contractor will need access to and/or will generate classified information in performing this contract (DD Form 254 Required).

b. Export Controlled Data (ECD) is involved. ECD is defined as technical data with military or space application that may not be exported lawfully without specific licensing and approval. The Commerce Control List (CCL), which covers dual use technologies, is in Title 15, Part 774, of the Code of Federal Regulations (CFR). The US Munitions List (USML), which covers defense articles and services, is found in Title 22, Part 121, of the CFR. The CFR can be accessed on the web at http://www.access.gpo.gov/nara/cfr.

c.  Exceptions to full funding policies have been obtained pursuant to AFI 65-601, Vol 1 and DOD 7000.14-R, Vol 2A, Chapter 1 (this statement applies to acquisitions for 3010 through 3080 appropriations only).

d.  Request and Authorization is for planning purposes only.

e.  Pending approval of Baseline Change Request.

f.  Existing RRS Form 2857, RL Form 2941 and DD Form 254 are still applicable.

g.  Literature search is required.  Type SCN number in Block 35.  Exceptions to literature search requirements and DTIC reporting are listed in DODI 3200.14, Encl 3, and AFI 61-203, para 5.  

h.  I have reviewed the requirement including available technical documentation, and to the best of my knowledge and belief, it does not require the contractor to use Class I Ozone Depleting Substances (ODS) identified in the Air Force Policy in performance of the contract, nor does it require the delivery of any Class I ODS in any item or as part of any service. 

BLOCK 32 - Small Business Set-Aside. Place an “X” in the box if the buy is a Small Business Set-Aside.  NOTE:  8A contractors are a sub-set of Small Disadvantaged Business which is a sub-set of Small Business.  Contact the Strategic Planning and Business Operations Division (IFB), Small Business Office for assistance if you have questions.

BLOCK 33 - DoD Subject Category Codes.  DoD Instruction 3200.14, 13 May 97 prescribes the requirement for reporting R&D efforts to the Defense Technical Information Center (DTIC) via the TEAMS database.  DoD subject category code is a required element, and selection of at least one appropriate code is necessary.  A complete and descriptive listing of the available codes can be viewed at the Web Site: http://www.dtic.mil/dtic/subcatguide .  Site is also shown in Field Help of the Jet Form Flow version of the RRS Form 2916.  Contact the Site Operations Division, STINFO Office for assistance.

*BLOCK 34 - Distribution Limitation/Reason.  Another required field for DTIC TEAMS database reporting (see DODI 3200.14, Encl 3, 13 May 97 for requirement application).  Selection of the appropriate distribution code and distribution reason code must be accomplished.  See codes listed below or in Field Help in the Jet Form Flow version of the RRS Form 2916.  Contact the Site Operations Division, STINFO Office for assistance.

Distribution Code:

A – Distribution Unlimited

B – US Government Agencies Only

C – US Government Agencies and Their Contractors

D – DoD and US DoD Contractors Only

E – DoD Only

Distribution Reason:

FG – Foreign Government Information

PI – Proprietary Information

CL – Critical Technology (export controlled)

TE – Test and Evaluation

CN – Contractor Performance Evaluation

PD – Premature Dissemination (patentable data)

AD – Administrative or Operational Use data

SW – Software Documentation

SA – Specific Authority (reason other than above)

DM – Direct Military Support (export controlled)

PB – Public Release (use with distribution code “A” only)

BLOCK 35 – Search Control Number (SCN).  DoDI 3200.14, May 97 and AFI 61-203, Jul 94, require that a literature search be performed prior to, but within one year of: 1) initiating any in-house R&D effort; 2) arranging for R&D work to be performed by other government agencies; 3) requesting contractual services; 4) making significant changes to ongoing efforts; or 5) confirming the uniqueness of subject matter and innovations of unsolicited proposals.  Exceptions to literature search requirements and DTIC reporting are listed in DODI 3200.14, Encl 3, and AFI 61-203, para 5.  Project Engineer submits completed Search Request Form (AFMC Form 14) to either the Technical Library or the STINFO office.  STINFO office will provide Search Control Number to Project Engineer upon completion of DTIC database search. Contact the Site Operations Division (IFO), STINFO Office for assistance.

BLOCK 36 - Technology Transition Planning (TTP) Document.  Identify the technology transition method applicable to effort and the appropriate document describing the technology transition details.  If a Technology Transition Plan (TTP) is required, refer to AFMCI 61-102 and check the TTP box.  If a Memorandum of Agreement (MOA) is required, refer to IFB letter dated 13 Nov 98 with attached MOA/MOU instructions and check the MOA box.  If the Program Management Directive (PMD) calls for a Program Management Plan (PMP), check the PMP box.  If a Budget Estimate Agreement (BEA) is required, refer to IFOI 65-602 and check the BEA box. If a Laboratory Research Initiation Request (LRIR) applies, check the Other box.  Contact the Strategic Planning and Business Operations Division (IFB) for assistance.

BLOCK 37 - Status of TTP Document.  Provide status of technology transition documentation.  For BEAs, insert BEA number.  For PMDs, insert PMD number. If LRIR applies, insert the LRIR number.  Insert date the transition document was approved by last signatory.

BLOCK 38 – Purpose.  Enter one of the six general purposes which are broken out by the type of procurement involved.  Include complete electronic and postal mailing addresses for distribution of obligations for all incoming money, e.g., DARPA, NSA etc.  If the obligation document must be faxed, include who to send the document to, organization, address, focal point, e-mail address, phone and/or fax number, and the Department of Defense Activity Address Code (DODAAC) Paying Station. 

TYPE I
For all New Starts, Award Fees or Contract Amendments. For new starts, identify whether Request for Proposals (RFP), Program Research and Development Announcement (PRDA), or Broad Area Announcement (BAA) applies. Add contractor name and address when known.  

TYPE II
For add funds, incremental funding, overruns or cost growths.

TYPE III
For changes or cancellations.  Add contractor name when known. 

TYPE IV
For support: travel (TY), LMCA (LM) and Non-LMCA (NL), supplies/equipment (SE), contract maintenance (CM), credit card (CC), printing/repro/tech reports (PT), salaries (SA), other support (OS), equipment rental (ER), Inter-governmental Personnel Act (IP), training (TG), ADP maintenance (AM), freight/transport (FT), photo mission (PM), printing credit card (PC), division decentralized credit card for supplies/equipment (DC), training credit card (TC), freight/transportation credit card (FC), division credit card for contract maintenance (DM) and IFOLM credit card for contract maintenance (MC).

TYPE V 
For fund transfers: Fund Cite Authorization (FCA), Procurement Directive (PD), Project Order (PO), Military Interdepartmental Purchase Request (MIPR) Out, Delivery Order (DO).

TYPE VI 
For in-house work authorization.

Insert office symbol in the DISTRIBUTION area for each office that requires a copy of the RRS Form 2916.  Continuation of Block 38, if required, should be accomplished on the reverse.  The PR number should be typed in the PR Number block on the reverse of the form.  

1.  BLOCK 38, TYPE I - For All New Start, Award Fees or Contract Amendments.  For Award Fee PRs, in Block 38, identify the Award Fee period starting and ending dates and the portion of the award fee period this PR is covering if the period overlaps fiscal years, i.e., Award Fee Period 1 Jul XX – 31 Dec XX.  PR covers award fee portion 1 Jul XX – 30 Sep XX.  Contract Amendments include all work which needs contract re-negotiation whether for an extension, modification, or change to an existing contract.  Use two paragraphs, Technical Objectives and Approach, to give a description of the work unit.  Paragraphs may vary in length, but may not exceed 2000 characters per paragraph which includes punctuation and spaces.

a. Technical Purposes.  This statement must be written to give a clear, concise, and complete description of the acquisition needed to permit the Contracting Division to publish an Advance Notice in the Commerce Business Daily (synopsis).  Engineers must clearly state the:

(1) FUNCTION, that is, the mission that the work unit supports, for example, advanced aerospace vehicles; 

(2) DEFICIENCY or OPPORTUNITY, identify the problem area or the area of possible advantages to be gained by the work unit, for example, strength and lifetime of components at high temperature;

(3) OBJECTIVE(s), a description of the technical objective, anticipated special application of the results, relevancy of work to the mission, and where appropriate, performance goals in quantitative terms.  For research programs, state how the research has a direct or potential relationship to a specific military function or operation, and describe the objective of the research;  

(4) CONTRIBUTION, how does the work contribute to the resolution of the deficiency, for example, reentry environment simulation?  These items should be concisely addressed in laymen’s terms and not be one sentence answers to each item.

b. Approach.  Include a brief outline of the approach taken to meet the objective.  Include specific tests or theoretical work to be done.  Show the technical problem and cite factors which may tend to accelerate or decelerate the work.

c.  Valid Characters.  Code the data using upper and lower case alphabetic characters, numeric and punctuation symbols, and spaces.  Chemical symbols and mathematical expressions needing subscripts, superscripts, or special characters are to be avoided or verbalized.

d.  Classified Data.  Normally, include only unclassified data in the text.  Data classified through SECRET, including RESTRICTED DATA (RD) and FORMERLY RESTRICTED DATA (FRD) may be included if ABSOLUTELY REQUIRED to make a meaningful description of the objective and approach.  If classified data is included, mark EACH paragraph and stamp EACH page with the appropriate level of classification.   The classifying authority and the review or declassification schedule must be stamped or typed on the first page (DoD 5220.22-M).  WHEN USING PRTS, NO CLASSIFIED INFORMATION CAN BE ENTERED AS PRTS STORES THE INFORMATION IN A DATABASE.  IF CLASSIFIED INFORMATION IS REQUIRED, IT MUST BE TYPED IN AFTER THE PRTS 2916 IS PRINTED.  
NOTE: This requirement applies to all RRS Forms 2916 involving new, changed, or modified work statements.  Contact the Contracting Division for assistance.

e. Information Systems Requirements Board (ISRB) requires, with few exceptions, that all anticipated contracts, including sole source, be advertised in the Commerce Business Daily (synopsis).  

(1)  For competitive (source selection) efforts - Block 38 information must include not only a brief technical description of the proposed work, but also eligibility criteria that a potential offeror must demonstrate in response to the Commerce Business Daily Notice.  Typical areas include special talent or technical capability, demonstrated knowledge of certain technical fields, time or facility requirements.

(2)  For Request for Proposals (RFPs) - Near the end of the Approach statement, list suggested sources for competitive solicitations, including division of the company, city and state, and show if the acquisition is amenable for award to small business, may be a small business set aside, or may be awarded under Small Business Administration (SBA) Section 8(a).  Contact the Strategic Planning and Business Operations Division’s (IFB) Small/Disadvantaged Business Utilization Office for assistance. 

2.  BLOCK 38, TYPE II - For Overruns/Cost Growths:




a.  Previous overrun/cost growth dollar amounts (total).




b.  Number of previous overruns/cost growth (total).

c. An explanation of the cause of the overrun/cost growth and the FY(s) applicable to the overrun/cost growth.

d.  Where pertinent, information to the effect that the contractor has complied with the “Limitation of Cost” clause.  Get this information from the Contracting Division. (IFK)




e.  The impact on the program if the contract is terminated.

f. A short paragraph explaining the benefits which result if the overrun is accepted.

3.  BLOCK 38, TYPE III - For Changes/Cancellations:

a.  For changes, enter in Block 38, “Block ______ is changed from ______ to ______" for  each changed block on the form.  Also explain the rationale for the change. Changes in the funding amount of Block 16 must also include “increase or decrease in the amount of $___________.” (Make sure coordination is obtained from buyer before RRS Form 2916 is submitted.)

b.  For cancellations, write a supporting statement explaining why the cancellation is requested.  Reference to a letter is not acceptable.

c.  When one RRS Form 2916 of a multiple new start effort is canceled (due to the non-availability of funds, etc.) do not cancel the basic RRS Form 2916 which has the Statement of Work (SOW) written against it.  Amend the 2916 fund line to show it has no funds and amend JONs accordingly.

NOTE.  The Contracting Division cannot issue a contract until adequate funds, for the entire contract period, are shown on the RRS Form 2916.  If the final negotiated amount is greater than the RRS Form 2916 amount, the contract award is delayed until the Financial Management Division (IFF) confirms funding availability to the Contracting Division (IFK).  The Technical/Staff Division should issue an RRS Form 2916 amendment reflecting the funding increase.

4.  BLOCK 38, TYPE IV - For Support Items:




a.  Each support item listed must be funded by the same funding document.

b.  Block 38, Purpose, must clearly and concisely state the type of support needed, i.e. purchase furniture, cell phone etc.

c.  All Support RRS Forms 2916 must be against a valid/approved Job Order Number (JON).  Show the primary JON, which is the project (XXIFPROJ) or task (XXXXXXTK) number, in Block 2.  List all other applicable JONs that may be cited on other documents (for example, travel orders, technical reports) and charged against the particular RRS Form 2916 in Block 38, Purpose.  All credit card RRS Forms 2916 must state the credit card holder and any alternate by name and office symbol.  When using PRTS, all the PRs on the form must have the same JON.  

5.  BLOCK 38, TYPE V - For Fund Transfer: MIPR, PO, PD, FCA, and Delivery Order (DO) Out (also see Attachment 4 to this instruction - Identification of Outgoing Documents for Funding to and Acquisition by Agencies Other than AFRL):
a.  When sending MIPRs, POs, PDs, FCAs, and DOs to other agencies and the funds are to be used for scientific and engineering work, an OBJECTIVE and APPROACH are needed per instructions for TYPE I, RRS Form 2916.  If these funds are sent to provide support, a statement is needed to explain the nature of the support being requested.

b.  For fund transfers which provide money for a contract or support at another activity and enough funds are not available, the basic RRS Form 2916 is written for the full amount to be provided against the contract or support during the fiscal year.

(1)  For Procurement Directives (PDs), the AF Form 830, (original only) should accompany the RRS Form 2916.  For PDs, AF Form 830 that must be held, state in the remarks section of the RRS Form 2916 that “PD will follow”.  PDs are prepared and sent to the Financial Management Division as each funding requirement is realized. 

(2)  For funding documents (MIPRs, POs, FCAs) that must be held, where either IFF or IFK must take action, state in the remarks section of the RRS Form 2916, “For Planning Purposes Only”.  When a funding document is to be issued, amend RRS Form 2916 to “Request Transmittal of Document be Accomplished” and show the amount of the basic funding document.  

c. Since most fund transfers involve support from another agency or laboratory, a Budget Estimate Agreement (BEA) in accordance with IFOI 65-602 will normally be required.  For assistance contact the BEA Focal Point in the Strategic Planning and Business Operations Division (IFB). 

NOTE 1.  State in Block 38 any restrictions or limitations on the funds to be used for this effort.  For example, “Funds will not be used for travel,” or “Funds to be used for In-house support only”.  Any questions on use of funds should be referred to the Financial Management Division.

NOTE 2.  For project 06RA, see Attachment 4, Identification of Outgoing Documents for Funding and Acquisition by Agencies other than AFRL, paras A4.3 and A4.4.

6.  BLOCK 38, TYPE VI - For In-House Work:
a.  Give a complete description of the planned project, per instructions for a TYPE I RRS Form 2916.  Include a breakout of resources such as manyears, supplies and equipment, and travel by fiscal year, and dollar amount for the planned duration of the effort.  Cross reference appropriate PR number/JON for travel, supplies and equipment, etc.




b.  Complete all applicable blocks.

c.  After initial receipt of approved RRS Form 2916, there is no need to resubmit another form for fiscal year carryovers.  However, if there are significant changes to the In-House effort, submit a RRS Form 2916 (Change A, B, C, etc.) (See Block 18 instructions for definition of a significant change.)

BLOCK 39 - Coordination Required.  For all RRS Forms 2916 where AFRL is the Program Manager, the approval of the IF Program Element Manager (PEM) is required if it is not on an approved Track Sheet.  If the effort is part of “Expert Science & Engineering (ES&E)”, an Integrated Project Team (IPT), or ITTP program, obtain the Program Manager’s approval.  Coordination may be verbal or written, at the discretion of the PEM.  If verbal coordination is obtained, write in verbal and date, DD/MMM/YY.


a.  If the RRS Form 2916 is in the approved tracksheet, no additional PEM coordination is required, except for projects 558B and 06RA where written coordination is required from IFB and IFF, respectively, prior to approval stamping and distribution.  RRS Form 2916 changes not included in the tracksheet or when no tracksheet exists, require PEM coordination.


b.  An Integrated Project Team (IPT) is an IF-wide team concept that is based on a Directorate-wide team approach under which execution of the overall program is spread throughout IF, with the Program Office being responsible for total program integration.  An example of an IPT is the Joint Battlespace Infosphere (JBI) Team.
BLOCKS 40/41/42 - Required Signatures.   RRS Forms 2916 must be signed by the Engineer/ Scientist responsible for the program implementation (PR owner), Branch Chief, and Division Chief for the following types of PRs:



a.  Original RRS Forms 2916, 01Rs (add Funds actions for follow-on year incremental funding), Overruns, all Local IFK Buys. and Block 13, items 7, 8, 9, and 0 which are not direct continuations of previously started work units.  Exception: Mechanized 01Rs generated by IFFD at the start of the fiscal year where an automated AFMC Form 36 is used in lieu of an RRS Form 2916.



b.  Funded Engineering Change Proposals (ECPs) and all FCA out, PD out, MIPR out, and PO out, which are not within the scope of the original work unit. Check with the Financial Management Division for assistance.



c.  Computer services, reimbursable salaries and other direct support where no BEA or Implementation Plan approved by the IF Director exists. 

BLOCK 43 - Approval.  Authorized Division personnel stamp approval for all types except those with no Program Direction or BEA, unless IFB has issued a waiver.  The exceptions are forwarded to the Strategic Planning and Business Operations Division (IFB) for approval prior to Division distribution.  IFB personnel stamp approval for the Contracting Division.

A2.4.  TRANSMITTAL.

Initial - Using Track Sheets:  The Track Sheet, once approved, will form the basis for submittal of the New Start (RRS Forms 2916) and associated forms.  Once you are notified by IFB that your Tracksheet has been approved, submit RRS 2916s and associated forms to the appropriate offices IAW Attachment 3.  Only deviations need to be submitted to IFB for coordination.  

ATTACHMENT 3

RRS FORM 2916 SUBMISSION & ROUTING

A3.1.  GENERAL INSTRUCTIONS:  

Division administrators should make sure that enough copies, as shown below, are available to complete distribution.  (See Attachment 2, Instructions for Preparing RRS Form 2916, Block 38, Purpose).  PEM coordination should be obtained before forwarding.  For handcarrying, use the Distribution Lists below.

A3.2.  SUBMISSION:

A3.2.1.  S&T New Start RRS Forms 2916 are submitted when Technical Divisions are notified by the Strategic Planning and Business Operations Division (IFB) that their Track Sheet is approved.  If the RRS Form 2916 is in the approved Track Sheet, no additional PEM coordination is required.

A3.2.2.  S&T New Start and Change RRS Forms 2916 on the Track Sheets but submitted subsequent to the Track Sheets, should be coordinated with the PEM and distributed in the number of copies shown. 

A3.2.3.  S&T Engineering Change, New Starts not on Track Sheets, and Overrun RRS Forms 2916 will be coordinated with the IFB PEM, track sheets will be revised, and upon IFB approval of revised track sheets, the RRS Form 2916 will be submitted. 

A3.2.4.  Add Funds and Award Fees (if applicable) - Division approve and distribute.

A3.2.5.  Cancellations - Division approve and distribute.

A3.2.6.  Overceiling New Start - Division approve and distribute as funds are identified.

A3.3.  DISTRIBUTION FOR RRS FORM 2916 WILL BE AS FOLLOWS: 

A3.3.1  TYPE I - IFK Local Buys - New Starts, Award Fees, or Contract Amendments    

        (If  Block 13 is #1; also look at Block 23 A/B.)


Original+2 copies 
IFKPA with sole source statement and PR package, if applicable. An AFMC Form 36 (original + 3) should accompany the original RRS Form 2916 IAW AFMCI 23-102, Chapter 5 and RRS 63-103. 


1 copy
IFB--Only for New Starts, Engineering Changes, or Cancellations.  


1 copy 
IFB Tech Transfer Office--Only for New Starts with potential for Tech Transfer in Block 24.


1 copy
IFB 6.3 PEM--Only if Tech Transition Plan (TTP) is checked in Block 36. 


1 copy
IFB Small Business Office--Only for SBIR/PE 65502F full and open competition put out as Request for Proposal (RFP)


1 copy
IFFB--Overruns only (See Block 38 to check if Overrrun.)


1 copy

IFOIP


1 copy
IF Chief Scientist--Only if Project is Laboratory Research Initiation Request (LRIR).

----------------------------------------------------------------------------------------------------------------------

A3.3.2 
TYPE II - Overruns or Cost Growths to IFK Local Buys  (If  Block 13 is #1; and 

Block 23 is SA or FA)

Original+2 copies 
IFKPA with PR package, if applicable. An AFMC Form 36 (original + 3) should accompany the original RRS Form 2916 IAW AFMCI 23-102, Chapter 5 and RRS 63-103. 

1 copy
IFB Small Business Office--Only for SBIR/PE 65502F full and open competition put out as Request for Proposal (RFP).

1 copy  
IFB 6.3 PEM--Only if Tech Transition Plan (TTP) is checked in Block 36. 

1 copy
IFFB Overruns only (See Block 38 to check if Overrrun.)

1 copy
IFOIP

1 copy
IF Chief Scientist--Only if Project is Laboratory Research Initiation Request (LRIR).

----------------------------------------------------------------------------------------------------------------------



A3.3.2.1 TYPE II - Add Funds and Automated O1Rs to IFK Local Buys

 


          (If Block 13 is  #1; and Block 23A is FA)

Original+2 copies 
IFFD (Original + 1 copy for automated O1Rs)

          (for each PR #)

1 copy
IFB 

1 copy
IFB 6.3 PEM--Only if Tech Transition Plan (TTP) is checked in Block 36.

1 copy
IFOIP

1 copy
IF Chief Scientist--Only if Project is Laboratory Research Initiation Request (LRIR).  

Does not apply to SN at Hanscom unless procurement is at RRS.

----------------------------------------------------------------------------------------------------------------------

A3.3.3  TYPE III - For Changes/Cancellations to IFK Local Buys 



 
       (If  Block 13 is #1; also look at Block 23 A/B.)

Original+2 copies 
IFKPA with PR package, if applicable. An AFMC Form 36 (original + 3) should accompany the original RRS Form 2916 IAW AFMCI 23-102, Chapter 5 and RRS 63-103. 

1 copy
IFB--Only for Engineering Changes, or Cancellations.  

1 copy 
IFB 6.3 PEM-Only if Tech Transition Plan (TTP) is checked in Block 36. 

1 copy
IFB Small Business Office--Only for SBIR/PE 65502F full and open competition put out as Request for Proposal (RFP)

1 copy
IFOIP

1 copy
IF Chief Scientist--Only if Project is Laboratory Research Initiation Request (LRIR).

---------------------------------------------------------------------------------------------------------------------

A3.3.4  TYPE IV - For Support Items  (TY, LM, NL, CC, PT, SA, CM, OS, ER, IP, TG,  

       AM, FT, PM, PC, DC, TC, FC, DM, MC-Check Block 14)

      Technical Division (TD) approves and distributes 

Original +1
IFFD (for each PR #)

1 copy
IFB

1 copy
IFOS (Only for Telephone Circuit/Equipment)

1 copy
IFKO  (Only for NEW Credit Cards)

---------------------------------------------------------------------------------------------------------------------

A3.3.4.1  TYPE IV - For Changes/Cancellations to Support Items (TY, LM, NL, CC, PT, 

SA, CM, OS, ER, IP, TG, AM, FT, PM, PC, DC, TC, FC, DM, MC– Check Block 14)
Technical Division (TD) approves and distributes 

Original +1
IFFD (for each PR #)

1 copy
IFB

1 copy
IFOS  (Only for Telephone Circuit/Equipment)

1 copy
IFKO  (Only for NEW Credit Cards)

---------------------------------------------------------------------------------------------------------------------


A3.3.5.  TYPE V - MIPRs Out, Delivery Orders: 




      (If Block 13 is  #9, MIPR Out and Block 23A is DO)

Original +1
IFKPC (for each PR #)

1 copy
IFKPA

1 copy
IFB

1 copy
IFB 6.3 PEM--Only if Technology Transition Plan (TTP) is checked in Block 36.

1 copy
IFOIP  (if reported to DTIC) 

----------------------------------------------------------------------------------------------------------------------


A3.3.5.1.  TYPE V - PD, FCA, PO Out:   (If Block 13 -#7-FCA Out; #8-PD Out; #0-PO 


         Out for Outgoing  Documents)

Original + 1
IFFD - Include original of AF Form 830 only for  



(for each PR#)
PD Out, in Block 13. 

Copy 1
IFB 

Copy 2
IFOIP (if reported to DTIC)

Copy 3 
IFOS (only for Telephone Circuit/Equipment) 

----------------------------------------------------------------------------------------------------------------------
A3.3.6  TYPE VI - In-House: 

Original
Case File

1 copy
IF (Chief Scientist) (for each PR #)

1 copy
IFB

1 copy 
IFB Technology Transfer (only if potential for Tech Transfer in Block 24) 

1 copy
IFB 6.3 PEM --Only if Technology Transition Plan (TTP) is checked in Block 36

1 copy
IFOIP

----------------------------------------------------------------------------------------------------------------------

A3.3.6.  No Track Sheet, Program Direction, or BEA: ORIGINAL only  (IFB 

approves and Division distributes)

----------------------------------------------------------------------------------------------------------------------

ATTACHMENT 4

IDENTIFICATION OF OUTGOING DOCUMENTS FOR FUNDING

AND ACQUISITION BY AGENCIES OTHER THAN AFRL

Work performed by another government laboratory or agency should be treated and managed as if that laboratory or agency were a commercial industrial corporation.   A Tasking Statement should be prepared delineating the work to be performed and the items to be delivered at the completion of the work.   If a Budget Estimate Agreement (BEA) is signed and includes a delineated statement of the work to be performed, it can be referenced.  Periodic milestones should be established as well as visits by the Laboratory Program Manager (LPM) to the facility performing the work.

A4.1.  DD 448, MILITARY INTERDEPARTMENTAL PURCHASE REQUEST (MIPR): To DoD Agencies other than United States Air Force, and all non-DOD agencies for contract or support.  The Contracting Division, Acquisition Development Office (IFKPC) prepares and processes the MIPR.  The Tasking Statement will be attached. Depending upon the information provided and the facts and circumstances presented, actions subject to the Economy Act may require publication in the Commerce Business Daily as a Sources Sought Synopsis.

A4.2.  AF 616, FUND CITE AUTHORIZATION (FCA): 

To United States Air Force Agencies for contractual effort or support excluding salaries.  Separate 2916s are required when travel funds are sent with other support.  Approved RRS Form 2916 is sent directly to the Financial Management Division (IFF).  A Work Statement will be attached to the original RRS Form 2916.  The FCA is prepared by IFF.  For multiple year funds, an FCA may only be issued that does not extend beyond 30 September for the current fiscal year.  Based on all available data and nature of the effort (contractual or support), IFF determines the maximum days that the FCA is issued (30, 90, 120 days or longer, when needed) and sends the completed FCA to the Agency.

A4.3.  AF 830, PROCUREMENT DIRECTIVE (PD): 

A transfer of acquisition authority within the Command.  PDs are used when funding is primarily for contractual effort.  Support funding may be included if incidental to contractual funding.  If project funds are being used, an approved RRS Form 2916 is sent directly to IFF.  If use of 06RA funds is proposed, an e-mail/letter to IFF is needed.  AF Form 830 is prepared by the Mission Division.  Use of the funds must be identified based on a mutually agreed upon area of work between AFRL and the using agency.  If the PD is the result of PMD direction, a “directed” PD, cite the PMD direction.  The using agency must get commitment authority from AFRL unless the PD is certified as committed when sent to the user.  IFF does the accounting action on the AF Form 830.

A4.4.  AF 185, PROJECT ORDER (PO): 

To be issued within the Air Force if the customer uses the funds for support with more than 50% for salary support.  If project funds are being used, an approved RRS Form 2916 is sent directly to IFF.  If use of 06RA funds is proposed, an e-mail/letter to IFF is needed.  IFFD  prepares the outgoing document on an AF Form 185.  Within AFRL, funds issued for support other than salaries must use AF Form 616, FCA.

A4.5.  DELIVERY ORDER (DO):  

A means of purchasing supplies or services under the Economy Act from a Non-DoD Government agency including Federally Funded Research Development Centers (FFRDCs) (i.e. Lawrence Livermore National Laboratory, National Bureau of Standards).  Delivery Order package requirements include RRS Form 2916 which includes Tasking Statement, AFMC Form 36, justification for the purchase, proposal from the agency, and DD 254, if applicable.

A4.6.  FOREIGN BUYS: 

The Contracting Division (IFK) controls the formal approvals and notifies the Division.  The Division sends the signed AFMC Form 36, Statement of Work, and approval documentation to the Financial Management Division (IFF).  IFF sends the complete package to the European Office of Aerospace Research and Development (EOARD) with authority to commit and obligate.

NOTE 1.  If funds are intended for another agency, but are not covered by the foregoing, state what is desired on the RRS Form 2916 and IFF personnel determine the funding vehicle.  Identify the intended recipient by name and address.

NOTE 2.  Most work performed by another government laboratory or agency requires the preparation of a Budget Estimate Agreement (BEA) in accordance with IFOI 65-602.  Program Managers should contact their administrators for help.  If needed, division administrators should contact the BEA focal point in the Strategic Planning and Business Operations Division (IFB) for assistance. 
RRS FORM 2916 REQUIREMENTS

FOR

PURCHASES FROM NON-DoD GOVERNMENT AGENCIES

1.  For those RRS Form 2916s contemplating the purchase of supplies or services from or through a non-DoD Government agency including Federally Funded Research and Development Centers (FFRDCs), contact the Contracting Division's Acquisition Development Office (IFKPC) for guidance.

2.  Depending upon the information provided and the particular facts and circumstances presented, additional information or action such as publication of the requirement in the Commerce Business Daily as a Sources Sought Synopsis may be required.  The Contracting Officer will advise you.
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PROGRAM IMPLEMENTATION
REQUEST AND AUTHORIZATION

2. JOB ORDER NO.

D Basicl:l Mod I:IIH

3, TITLE (U) 4. RC/CC:

5. INCOMING FUND DOC & EXP DATE: | 6. FOLLOW-ON | FY + 1: ClREY+2: FY + 3: FY + 4: FY + 5:
FUNDING : :

7. FY | 8. BPAC 9. PEC 10. Fund | 11.1d | 12. PROJ | 13.Buy | 14. | 15.Fund |16. Funds 17. PR No. 18.
User | Div Agency | Task | Source (PR PRGM AMOUNT) Chg

19. CONTRACT NO. 20. CFV or MODFV: | 21. DURATION Months 22. ABAS D Yes |___| No

asascat [ 1 [ ]2 3

23A. TYPE Action:

23B. DK Sub-Designator:

24, TECHNOLOGY TRANSFER CANDIDATE

D HIGH D Low D NONE-FORESEEN

25. EST TRANSITION DATE

26. TRANSﬁ'ION CUSTOMER 27. 28. or CE 29. ITTP No. 30. THRUST No.
"Block Unused at Present"” ATD D CE

31. APPLICABLE STANDARD STATEMENTS: a. b. C. d. e. f. g. h. 32. D SB Set Aside

(see reverse for list)

33. DoD SUBJ CODE (I) (1) (1) '| 34. DIST LIMIT. 35. SCN

36.TTP STATUS ATUS P DOCUMENT:

]_] TTP r—l MOA |_'| PMP [_] BEA [’"| OTHER DRAFT | |APPROVED  No. DATE

38. PURPOSE (Continue on Reverse)

DISTRIBUTION:

39. COORDINATION REQUIRED (if applicable): PEM ES&E PM IPT PM ITTP PM '

40. TYPE NAME OF ENGR/SCIENTIST, SYMBOL & TEL NO. SIGNATURE 43. APPROVAL

41. TYPE NAME OF BRANCH CHIEF, SYMBOL & TEL NO. SIGNATURE

42. TYPE NAME OF DIVISION CHIEF, SYMBOL & TEL NO. SIGNATURE

RRS FORM 2916, JUNE 2001 (All Previous Versions are Obsolete)
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STANDARD STATEMENTS FOR BLOCK 31:

a. This acquisition is classified and the contractor will need access to and/or will generate classified information in performing this contract.
(DD 254 Required)

b. Export-Controlled Data (ECD) is involved.

c. Exceptions to full funding policies have been obtained pursuant to AFI 65-601, Vol 1 and DoD 7000-14R, Vol 2A, Chapter 1.
(This statement applies to acquisitions for 3010 through 3080 appropriations only)

d. Request and Authorization for planning purposes only.

e. Pending approval of Baseline Change Request.

f. Existing RRS Forms 2857, RL 2941 and DD Form 254 are still applicable.

g. Literature search is required. (Type SCN number in Block 35.) Exceptions to literature search requirements and DTIC reporting are listed in DODI
3200.14, Encl 3, and AFI 61-203, para 5.

h.

I have reviewed the requirement, including available technical documentation, and to the best of my knowledge and belief, it does not require the
contractor to use Class I Ozone Depleting Substances (ODS) identified in the Air Force Policy in performance of the contract, nor does it require
the delivery of any Class I ODS in any item or as part of any service.

38. PURPOSE (Continued)

RRS FORM 2916, JUNE 2001 (All Previous Versions are Obsolete)







