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____________________________________________________________________________________________

This instruction implements AF Policy Directive 63-1, Acquisition System, and the Federal Acquisition Regulation (FAR), Part 15, and its supplements.  It describes the requirements to be met in preparing an acquisition package.

SUMMARY OF CHANGES;

This revision supercedes RLI 70-15, 30 Nov 93 and updates procedures necessary to initiate a request for contract support.  Office symbols, form numbers and reference publications are updated to reflect reorganization under AFRL.  Instructions are updated for completing RRS Form 2857, Acquisition Data Checklist.

1.  Introduction:  This instruction outlines procedures necessary to initiate a request for contract support, provides a check to ensure the contract initiator considers the numerous Federal Government requirements in developing an acquisition package, provides a checklist to make sure an acceptable acquisition package is available and briefly describes the steps and requirements of the acquisition cycle included in the Acquisition Management Information System (AMIS).  This instruction does not apply to Grants, Cooperative Agreements, or “Other Transactions.”  Contact AFRL/IFKP for guidance concerning such arrangements.

2.  Preparation and Responsibilities.
2.1.  Mission Divisions.

2.1.1.  Are responsible for the technical sufficiency of the acquisition package.

2.1.2.  Prepare and provide a consolidated package of completed documents (see attachment 1) needed for a complete acquisition package.

2.1.3.  Are responsible for internal and external coordination of the needed documents.

2.1.4.  Provide Laboratory Program Manager (LPM) representation at the Statement of Work (SOW) meeting.  Comply in a timely manner with actions specified on the RRS Form 2914, Acquisition Package, and furnish all identified data and forms.

2.1.5.  Sign and date all necessary documents (for example, the LPM signs RRS Form 2857, and RRS Form 2944, Independent Government Estimate, etc.).  NOTE:  An RRS Form 2944 is not mandatory.  The LPM may prepare the Independent Cost Estimate (ICE), using RRS Form 2944 format, on bond paper.  Whatever format is elected, an LPM signature is required.  In addition, a separate ICE is required for each option plus a summary ICE that combines the basic effort and options(s).

2.1.6.  Coordinate DD Form 254, DOD Contract Security Classification Specification, with AFRL/IF Division Staff Agency Security Manager (SASM), Special Security Officer (SSO) (only if it contains intelligence information) and the IFOIS office. This form may be processed separately; therefore, it need not be provided with the draft acquisition package sent to IFK.

2.1.7.  Prepare acquisition plans per RRSI 63-101 and the Technology Investment Plan (TIP), as applicable.

2.1.8.  Coordinate with the Small Business Office for all competitive acquisition efforts, including set-asides for either small business or small disadvantaged business (8a).  Program Research and Development Announcements (PRDA), Broad Agency Announcements (BAA), and Small Business Innovative Research (SBIR) Program efforts are excluded.

2.1.9.  Prepare, sign and date AFMC Form 36, Purchase Request, per AFMCI 23-102, Chapter 5, and this Instruction.  Include appropriate statements contained in attachment 3 for RDT&E efforts for which funds are not currently available.  This authority should not be construed to permit indiscriminate solicitations subject to the availability of funds nor is it intended to permit soliciting, subject to the availability of windfall or hoped for funds, but it is restricted for use in cases where funds are reasonably assured of becoming available for obligation within the offer acceptance time.

2.1.10.  If a single source or the number of sources are restricted, prepare a Justification Review Document (JRD) in the format found under the IFK Intranet Homepage.

2.1.11.  Provide the Source Selection Plan (SSP) in draft form before the SOW meeting and in final form after the meeting.  This mission division provides a draft SSP in Step Pre-RI.  The Contract Support Section accepts this as part of the acquisition package.  After it is reviewed by the contract specialist at the SOW meeting, the mission division prepares a final SSP incorporating decisions made at the meeting, gets the Source Selection Evaluation Team chairperson’s signature, and sends the SSP to the contract specialist.  If the Director is the SSA, the LPM must prepare an AF Form 1768, Staff Summary Sheet, and forward same with the final SSP to the contract specialist, who processes the package for the Director’s approval.

2.1.12.  If changes to the SOW are extensive after the SOW meeting, the LPM makes the corrections to the SOW and forwards it to the Contract Support Section via e-mail.  The LPM is then called to review the final SOW, and to review and sign the final Contract Data Requirements List (CDRL). 

2.1.13.  Give technical aid during negotiations when requested by the contracting officer.

2.1.14.  Coordinate any fund changes on SBIR efforts with the IFB SBIR Program Manager.

2.2.  The Contracting Division:

2.2.1.  Reviews approved RL Form 2916 (being updated as RRS Form 2916),  Program Implementation Request and Authorization, and assigns it to a contracting section, where a contracting specialist is assigned.

2.2.2.  Reviews JRD, if applicable, to determine if the information supports action requested. AFMC FARS. Notifies the mission division if the JRD is unacceptable.  This notification, by letter, from the contracting officer, includes the reason for non-acceptance and is sent through the Chief, Contracting Division, to the mission division management office.

2.2.3.  The SOW review meeting is conducted in the Contracting Division to review the draft contracting package.  The assigned contract specialist reviews the acquisition documentation, including all forms, and sets up a SOW meeting in concert with all participants.

2.2.4.  The Contract Support Section is the focal point for assembling the final contract package for the contracting action.  Specific responsibilities of the Section are:

2.2.4.1.  Guides the LPM on the SOW, CDRL, technical specifications, and other contract exhibits before Step RI of the acquisition cycle (attachment 2).  The guidance includes the desirability or necessity for additional revisions or requirements such as component parameters, safety factors, etc.

2.2.4.2.  Assists the contract specialist by participating in the SOW meeting.

2.2.4.3.  Incorporates the requirements of DoDI 5000.2 AFSup1, and determines which DD Forms 1423 apply, and prepares final forms.

2.2.4. 4.  Determines, when not specifically directed by regulation or high headquarters, whether a system or system segment performance or configuration item specification should be prepared for any particular acquisition, and informs the LPM to prepare the final document.

2.2.4.5.  Ensures that system safety requirements required by RRS Form 2941, Contract System Safety Requirements, are incorporated into the SOW and the CDRL.

2.2.4.6.  Reviews RRS Form 2857 to confirm all mandatory coordination has been accomplished and specific requirements are included in the SOW.

2.2.4.7.  Returns packages to the mission divisions when directed by the LPM, contract specialist or the Chief, Contracting Division.

2.2.4.8.  Reviews AFMC Form 36 for accuracy and completeness.

2.2.4.9.  Sends RL Form 2916 and AFMC Form 36 to the AFRL/IF Comptroller for fund citation entries.

2.2.4.10.  Sends final SOW, CDRLS, etc., to the cognizant contract specialist.

2.2.5.  The Comptroller cites the applicable accounting classification on the AFMC Form 36 and sends the signed original with the original signed RL Form 2916 to the Contracting Division.  The Comptroller holds the AFMC Form 36 if funds are not available.  If there is a funding question, the Comptroller coordinates with or sends the package to the mission division Management Office for resolution.

2.2.6.  The IFB SBIR Program Manager provides the mission division management office with initial approval to proceed with the contracting packages for all SBIR efforts.

3.  Purchase Request Cancellations
3.1.  SBIR Program.  The IFB SBIR Program Manager provides the mission division management office with approval to cancel any Purchase Request for the SBIR Program.  The mission division management office approves cancellation of the RL Form 2916 and AFMC Form 36 when received from the LPM, and forwards them to the Contract Support Section.

3.2.  All Other Programs.  The mission division management office approves cancellation of the RL  Form 2916 and the AFMC Form 36 when received from the LPM, and forwards them to the Contract Support Section.

3.3.  Any amended form is processed in the same way as the basic RL Form 2916 and/or AFMC Form 36; that is, through the Contract Support Section to the Comptroller.

4.  Contract Modifications
4.1.  Mission Division Responsibilities for Out-of-Scope Modifications.  If a modification is determined to be out-of-scope, a full acquisition package must be initiated unless otherwise instructed by the contracting officer.  

4.2.  Mission Division Responsibilities for Within Scope Modifications:

4.2.1.  Prepare RL Form 2916 and AFMC Form 36 if there is a dollar addition to the contract.

4.2.2.  Prepare draft of the proposed SOW amendment, including any CDRL changes.

4.2.3.  Prepare an independent cost estimate.

4.2.4.  For a no-dollar modification, or a modification using future year funds, get the contracting officer’s verbal concurrence, and then send a letter authorizing the modification through the mission division management office, the division office, and in turn to the Contract Support Section.  Attach the draft SOW/CDRL amendment(s) and any other supporting documents.

4.3.  The SBIR Program Manager provides the mission division management office with initial approval to proceed with a contract modification on all SBIR efforts.

4.4.  The mission division prepares a Baseline Change Request (BCR) in accordance with RLI 61-201 (being updated as IFOI 61-201).

5. Funding Availability. 

5.1.   RL Form 2916 is a planning and programming document while the AFMC Form 36 provides the funds.  No contract is issued unless adequate funds for current and subsequent fiscal years are programmed on the RL Form 2916 for the entire contract period, including any option(s).  To make sure that contracts are not delayed, the contracting officer notifies the mission division management office that additional programmed funds, by fiscal year and total, are needed as soon as it is known that programmed funds are insufficient.  The contract is not issued until the amended RL Form 2916 and/or AFMC Form 36, if required, is received.



RAYMOND P. URTZ, Director



Information Directorate

4 Attachments

1. Acquisition Package Requirements

2. Precontract Coordination and Responsible Organization

3. AFMC Form 36 Instructions

4. RRS Form 2857 Instructions

(Attachment 1)

ACQUISITION PACKAGE REQUIREMENTS

The documents and forms included below are needed, depending on the type of acquisition, for a complete acquisition package

DOCUMENT


          PRESCRIBING DIRECTIVE

Justification Review Document
Template on Contracting Home Page; for help see contracting officer

Statement of Work (SOW)

Lab Program Manager’s Guide, Part I; for help




See IFKPA

Technical Specification

Contract Data Requirements List (CDRL)
DODI 5000.2 AFSup 1, for  help, see IFKPA

Source Selection Plan

AFFARS Appen BB/RL Sup 1.  Template on 

Contracting Home Page, for help, see




contracting officer

Statement of GFP Availability

For help, see contracting officer

Acquisition Plan


RRSI 63-101, for help, see contracting officer

FORM 


PRESCRIBING DIRECTIVE

AF 813, Request for Environmental
AFI 32-7061

Impact Analysis

AF3215, Communications-Computer
AFI 33-103

Systems Requirement Document

DD 254, Contract Security

AFI 14-303 and AFMC Sup1,  AFI 31-209, AFI 31-601, 

Classification Specification                                          AFMC Sup1, ISR 5220.22R

AFMC 36, Purchase Request

AFMCI 23-102

RRS 2857, Acquisition Data Checklist
RRS 63-103

RL 2916, Program Implementation

RLI 16-501

Request and Authorization

RRS2941, Contract System Safety

AFI 33-103

Requirements

RRS 2944, Independent Cost Estimate
FAR 15-406-1

(May be submitted on bond paper)

CONSOLIDATED LIST OF PR PACKAGE REQUIREMENTS BY TYPE BUY

DOCUMENT/FORM
SOURCE

SELECTION
BAA
PRDA
SBIR I
SBIR II
SINGLE

SOURCE
TASK

 ORDER
MOD ($

INCREASE)
OPTION

EXERCISE
OVERRUN/

COST

GROWTH
ADD

FUNDS














RL FORM 2916
    X  
 X
  X
  X
   X
  X
  X
    X
   X
   X
  X














AFMC FORM 36
    X
 X
  X
  X
   X
  X
  X
    X
   X
   X
  X














SOW/SPECIFICATIONS
    X
(1)
 (1)

  (1)
  X
  X


















SOW SPECIFICATIONS

  AMENDMENT
    






    X

















EXHIBITS (CDRL)
    X
 X
  X

   X
  X
  X
IFKPA COORD

















RRS FORM 2944

(OR BOND FORMAT)
    X




  X
  X
    X 

















DD FORM 254
   (3)
(3)
 (3)
 (3)
  (3)
 (3)
 (3)
   (3) 

(IF CHANGE)

















RRS FORM 2857**
    X
 X
  X
 (4)
   X
  X
  X
   (5)

















RRS FORM 2941
    X
 X
  X

   X
  X
  X


















SOURCE SELECTION PLAN
    X
























STATEMENT OF GFP

  AVAILABILITY
   (6)
(6)
 (6)
 (6)
  (6)
 (6)
 (6)
   (6)

















ACQUISITION PLAN
   (7)




 (7)



















WORK ORDER MEMO

 (TOA) ONLY






  X


















AF FORM 813
   (8)
(8)
 (8)
 (8)
  (8)
 (8)
 (8)


















AF FORM 3215
   (9) 
(9)
 (9)

  (9)
 (9)
 (9)


















NOTES:

(1)  Not required if offeror’s proposed SOW/Specifications adequately describes the work and can be interpreted as legally enforceable.

(2)
Not required when FM automates AFMC Form 36.

(3)
Not required if unclassified and no classified material or access is needed in performance of the proposed contract.

(4)
Not required if LPM provides evidence of on going research and literature search on 2916.

(5)
Not required for contract modifications except when Acquisition Logistics and/or Reliability and Maintainability is a factor.

(6) 
Not required unless contractor is (a) being provided access to GFP; (b) being provided with GFP; or (c) change is being made to either.

(7)
Not required unless R&D or Production funds over $5M or Services over $15M in any fiscal year or over $30M total.  See RRSI 63-101.

(8)
See AFI 32-7061, Environmental Impact Analysis Process (EIAP).

(9)
See AFI 33-103, C4 Systems Requirements Document.

** A Master 2857 can be used for all Master BAAs, PRDAs and TOC Umbrellas, with exceptions addressed on the individual effort.

(Attachment 2)

PRECONTRACT COORDINATION AND RESPONSIBLE ORGANIZATION

(Pre-RI through AM)

A.2.1.  This attachment describes the steps of the Acquisition Management Information System (AMIS).  Mission divisions are responsible for the Pre-Requirements Identified (RI) milestones (Effort Approval and Package Prepared) and the Contracting Division is responsible for milestones RI (Requirements Identified) through AM (Award Mailed).

A.2.2.  Initial Submission – Mission division prepares RL Form 2916 and marks copies for distribution per RLI 16-501.  For new competitive efforts, Master BAAs, or Master PRDAs, the Objective block of the RL Form 2916 must include enough detail to permit Commerce Business Daily (CBD) synopsis.  The synopsis statement is not applicable to any individual effort resulting from a Master BAA, Master PRDA or SBIR solicitation.

A.2.3.  Pre-RI Milestone – Effort Approval – Mission division management office reviews and verifies resources, stamps approval on the original RL Form 2916 and applicable copies and distributes according to RLI 16-501.

A.2.4.  Pre-RI Milestone – Package Prepared – This step is complete when the mission division has received the items in paragraph A2.4.1 below:

A.2.4.1.  The division management office sends to the Contract Support Section:

A.2.4.1.1.  Completed RL Form 2916 (original and three copies).

A.2.4.4.2.  Completed AFMC Form 36 and three copies with division signature (attachment 3).

A.2.4.4.3.  Draft SOO or SOW, including technical specification, if applicable (original and one copy).

A.2.4.4.4.  CDRL listing, as applicable a (original and one copy).

A.2.4.4.5.  DD Form 254 (original)(if applicable) is forwarded by the Security Office after approval.

A.2.4.4.6.  RRS Form 2857 (original coordinated copy).

A.2.4.4.7.  RRS Form 2941 (original).

A.2.4.4.8.  AF Form 813 (copy), if applicable.

A.2.4.4.9.  Source Selection Plan for competitive efforts (original).

A.2.4.4.10.  Statement of availability and classification of government-furnished property, if applicable, or other documents signed by or coordinated by the mission division chief if they are to be made available to a contractor (original).

A.2.4.4.11.  Independent Government Estimate (original RRS Form 2944 or equivalent).

A.2.4.4.12.  Approved Communications-Computer Systems Requirement.

A.2.4.4.13.  Acquisition Plan (original), if applicable.

A.2.4.4.12.  Purchase Request Letter (for Task Ordering Contract (TOC) only (original).

A.2.4.2.  Draft RFP – When the draft RFP technique is used, the division management office holds the effort in this step until the process is completed and a final draft SOW is available.

A.2.5.  Milestone RI (Requirement Identified) – Contracting Division, Contract Support Section – This step is complete upon conclusion of the following activities:

A.2.5.1.  SOW meeting with the LPM, AFRL/IF contract specialist, and other personnel as needed.

A.2.5.2.  Contract Specialist is provided with all completed forms (2857, 2941, 254, etc.) and other miscellaneous documents.

A.2.5.3.  If extensive technical changes are made to the SOW specifications, the Contract Support Section returns the package to the LPM for corrections and final typing.   If changes are minor, the Contract Support Section makes the corrections and performs final typing.  The Contract Support Section prepares the CDRL in final form.

A.2.6.  Milestone ST (Strategy Panel Complete).

A2.6.1.  The Contract Support Section assembles the following packages:

A.2.6.1.1  P-1 Accounting Package:

A.2.6.1.1.1.  AFMC Form 36, original plus three copies.

A.2.6.1.1.2.  RL Form 2916, original plus three copies.

A.2.6.1.2.  P-2 Contracting Package:  SOW and CDRL (original).

A.2.6.2.  The Contract Support Section distributes the P-1 package, as appropriate, to the Comptroller, and the P-2 package to the contract specialist.

A.2.6.3.  The Comptroller certifies the AFMC Form 36 and sends the P-1 package back to the Contract Support Section.  When funds are not available, the Comptroller holds the original RL Form 2916 and AFMC Form 36, unless the Form 36 includes mission division statement requesting release of the solicitation without funds (see attachment 3, Note 3).

A.2.6.4.  The acquisition package must be complete and adequate (qualitatively and quantitatively).  All needed documents must be properly prepared, approved, signed, and collectively constitute a contracting package.  Also, the AFRL/IFB cleared (debarred and/or security checks) source list is needed for competitive source selection efforts before completion of Step ST.  EXCEPTION:  The Comptroller holds the RL Form 2916 and AFMC Form 36 if funds are not available, unless the mission division chief has included the statement on the AFMC Form 36 requesting release of the solicitation without funds.

A.2.7.  Milestone SI (Solicitation Issued).  This step is complete after:

A.2.7.1.  Local Determination and Findings (D&F) is approved, and

A.2.7.2.  Required file and RFP reviews and corrections, as necessary, are done and the solicitation package and supporting documents are typed and returned to the contract specialist; and

A.2.7.3.  The RFP has been reproduced and released.

A.2.8.  Milestone PR (Proposals/Bids Received).  This date is the date IFK receives responses to the solicitation.

A.2.9.  Milestone PT (Clearance Approved).  This step is complete after the Clearance Approval Authority signs the Request for Clearance to permit issuance of requests for final proposal revisions or to award without discussion.  Actions taken under this step are:

A.2.9.1.  Technical evaluation complete and approved by the Source Selection Evaluation Team chairperson.

A.2.9.2.  All pricing review, cost evaluations, needed audits, and comments have been received from the Pricing Office or done by the contract specialist.  When notified by contract specialist that technical evaluation is complete, IFF cost analyst  reviews and evaluates management proposals and Contract Work Breakdown Structure (CWBS) for all efforts which meet the Cost/Schedule Status Report (C/SSR) criteria per RRSI 65-501.

A.2.10.  Milestone NC (Negotiations Complete).  This is the date on which final proposal revisions are received or the date single source negotiation in concluded.

A.2.11.  Milestone AM (Award Mailed).  Completion is when the signed contract is mailed to the contractor.  Actions consist of:

A.2.11.1. Final proposal revisions evaluated and final source selection decision made by the Source Selection Authority (SSA).

A.2.11.2.  All documentation has been typed and the contract and file has completed all levels of supervisor, IFOJ and IFKPC reviews.

A.2.11.3.  The signed document is received from the contractor.

A.2.11.4.  All post signature reviews are completed, including clearance by the Contract Clearance Approval Authority, if applicable.

A.2.11.5.  All documentation needed for obligation is completed, all internal IFK records and processing actions are completed.  

(Attachment 3)

AFMC FORM 36 INSTRUCTIONS

A.3.1.  Mission divisions prepare the AFMC Form 36 in its entirety per AFMCI 23-102, Chapter 5.  Simplified instructions which may help Purchase Request (PR) preparation are:

A.3.1.1.  Block 1 Standard buying activity code at AFRL Rome, F30602.

A.3.1.2.  Block 2 Code 12 (locally initiated PR (AFRL Rome).

A.3.1.3.  Block 3 – Enter R for routine; U for urgent.

A.3.1.4.  Block 4  Enter year, month, day (98/NOV/05).

A.3.1.5.Block 5 13-digit code, sample FA8750930XXXX.  Standard first 6 digits – FA8760, Fiscal year of PR last two digits – 93, Standard entry – 0, Last 4 digits of RRS From 2916 PR number – XXXX ; Example C-9-XXXX.

A.3.1.6.  Block 6 Corresponds to suffix of change on RL Form 2916.  Initial submission – leave blank.  Change A-01(2-digit sequence code), Change B-02, etc.

A.3.1.7.  Block 7- Codes:  Standard digit – 1  Office symbol of initiating division, for example IFT, IFG, etc.  Code for degree of PR security classification of form:

     N-U – Unclassified

     N-C – Confidential

     N-S – Secret

     BPAC:  PR number from RL Form 2916, Responsibility Center/Cost Center (RC/CC)

A.3.1.8.  Block 8:

A .3.1.8.1.  Block 8A – 0001

A.3.1.8.2.  Block 8B – Enter on first line, left justified, an alpha/numeric description of the buy not to exceed 27 characters.  Enter on second line estimated completion dates of effort with slashes between year, month, and day (99/DEC/01).  Additional lines as follows:   Items to be provided according to the acquisition package.  This example is used for original new start submissions.  The following are added first line examples, which may be used, as applicable:

A.3.1.8.2.1.  Engineering change for F30602-98-X-0000.

A.3.1.8.2.2.  Funds for  F30602-98-X-0000.

A.3.1.8.2.3.  Funds for PR Nr. X-X-XXXX.

A.3.1.8.2.4.  Cancel

A.3.1.8.3.  8C – 8G – Leave blank.

A.3.1.9.  Enter the current year programmed dollar amount.

A.3.1.10.  Block 10

A.3.1.10.1.  Block 10A – 0001 (for new submission and engineering changes; otherwise, blank).

A.3.1.10.2.  Block 10B – R1 (for new submissions and engineering changes; otherwise, blank).

A.3.1.10.3.  Block 10C – See contract schedule for new submissions and engineering changes; otherwise, blank.

A.3.1.11. Block 11

A.3.1.11.1.  Block 11A(1)  FE4616/AFRL Rome/Division symbol of originator (IFT/IFG/IFE, etc.).  For new submissions and engineering changes.

A.3.1.12.  Block 12 Items to be listed as applicable (for example, RL Form 2916, SOW, contract exhibits, etc.).

A.3.1.13.  Block 13 – Leave blank; Comptroller completes.

A.3.1.14.  Block 14 – Approvals:

A.3.1.14.1.  Block 14A  Prepared by – LPM signature and date.

A.3.1.14.2.  Block 14B  Branch chief’s signature and date.

A.3.1.14.3.  Block 14C  Division chief’s signature and date.

A.3.1.14.4.  Block 14D  Comptroller’s signature.

NOTE 1.  Mission divisions follow attachment 2 of this instruction in regard to distribution; for example, original AFMC Form 36 and three copies are provided as part of the draft acquisition package.  Other copies of the form may be needed for internal mission division use.

NOTE 2.  Automated AFMC Form 36 prepared by the Comptroller, may be used for incremental funding.  Incremental funded contracts with one fiscal year require RL Form 2916 and AFMC Form 36 after the initial funding for a particular fiscal year.

NOTE 3.  Mission divisions may request solicitations be issued for RDT&E contracts before getting fund availability by including the following statements on the original AFMC Form 36 in the blocks shown:

BLOCKS 10c and 11a(1), (2), and b:

 “I have determined that this requirement has a high probability of not being cancelled.  Request advance issue of solicitation before certification of fund availability.”     Mission Division Chief’s Signature

BLOCK 12:

              “FY (year/dollar value) funds may apply to this requirement.  No obligation may be incurred until FY (year/dollar value) funds availability has been certified.  Request solicitation contain appropriate offer expiration legend.”  Comptroller’s Signature.  

AMENDMENTS and CHANGES to Purchase Requests.  Prepare per AFMCI 23-102, Chapter 7.  At RRS, generally a PR is amended when blocks 23-33 on the RL Form 2916 are changed.  Exception is when a RL Form 2916 is amended to change future year funding availability.

(Attachment 4)

RRS FORM 2857 INSTRUCTIONS

A.4 .  RRS Form 2857:

A.4.1.  Alerts the LPM to requirement, which may have a bearing on the contract.

A.4.2.  Identifies and confirms the availability of RRS support.

A.4.3.  Enables the LPM to ask for aid of RRS supporting elements in a timely manner.

A.4.4.  Makes sure the LPM considers all coordinations.  Compliance with respective referenced regulations is the responsibility of each LPM.

A.4.5.  Allows the RRS supporting elements, specified by signature against the specific Requirement No., to negotiate support when the RRS Form 2857 is coordinated.

A.4.6.  The RRS Form 2857 is both a checklist and a form, which lists all mandatory and potential coordination with respective internal RRS OPRs.  When a program conforms to certain criteria, specified on RRS Form 2857, coordination becomes mandatory.  To satisfactorily prepare this form, the LPM and the LPM’s branch and division chief decide when requirements, other than the mandatory requirement(s), apply to the particular acquisition.  If an item is determined applicable, the LPM must do the necessary coordination.  The coordination is shown on the RRS Form 2857 by the respective advisor’s signature.

A.4.7.  The prescribing document column lists the source(s) of additional information.  The coordination must be completed before sending the draft contracting package to the Contract Support Section.  The advisor column is the responsible coordination office and sets up operating procedures to make sure that the proposed acquisition complies with all governing documents and procedures for that requirement.  The coordinating office does not coordinate until all data and requirements are met or waived.  The office of responsibility designates individuals authorized to coordinate.  Offices listed as advisors for requirements must develop internal procedures and provide sufficient staffing to process requests for aid in a timely manner.  More than one person in the OPR is available and authorized to sign the RRS Form 2857.  Once an OPR has been coordinated with, the approved Sow coverage is not changed without first getting the written concurrence of the OPR.  Any out-of-scope change to a contract, made by an amendment, revised work statement, or letter needs a RRS Form 2857 or a statement on the RL Form 2916 that the current RRS Form 2857 remains unchanged.  This requirement applies whether or not the change needs funding.  When the advisor determines a requirement is to be included or modified in the SOW, he or she checks the YES block of SOW Requirement and sends the requirement to the LPM.  If the requirement is not needed, the advisor checks the NO block of SOW Requirement.  The LPM assumes the responsibility of including or not including the requirement in the SOW.  The following explains RRS Form 2857 use.

A.4.8.  REQUIREMENT REMARKS
A.4.8.1.   IFOC coordination required when acquisition needs new facilities, modifications to existing facilities, or the use of existing facilities not currently assigned to the LPM’s division.

A.4.8.2.  Cost/Schedule Status Reporting (C/SSR) is mandatory for all efforts that exceed $6M and are other than firm fixed price. (RSSI 65-501)

A.4.8.3.  IFEE must coordinate on all Ballistic Missile Defense (BMD) acquisition efforts and all others with an expression of foreign interest to determine ramifications of foreign industry participation.

A.4.8.4.  The LPM must make sure that intelligence support needs are addressed for any classified effort at the earliest stages of the acquisition cycle.   LPMs must make sure threat intelligence requirements and products needed for each effort are requested from IFEE.  AFI 14-303 and AFMC Sup 1 require that the Director of Intelligence approve releases of all classified intelligence information for release to contractors.  The LPM is responsible for maintaining a list of released materials and requesting an annual inventory to done by the contractor and results reported to the LPM.

A.4.8.5.  Coordinate with IFOIS about physical security needs of any particular thrust from the inception of the effort.  DD Form 254 should give enough information to alert IFOIS of the potential protection requirement perceived throughout the project life cycle.

A.4.8.6.  IFOIS coordination is mandatory when any classified contract is to be performed at the Rome Research Site (RRS).  The contractor activities being performed at RRS for a consecutive 90 days or more are established as long-term visitor groups.

A.4.8.7.  Operations Security (OPSEC) is the protection of unclassified intelligence indicators on classified programs and is concerned with all sources of exploitable information.  Annotate DD Form 254 to show that OPSEC requirements are contained in the contract or addendum to it.  Include a CDRL in the contract to cover formulation of an OPSEC plan to identify and monitor the contractor’s OPSEC activities during performance of the contract. 

A.4.8.8.  IFOC coordination required whenever effort needs acquisition of real estate not currently under the control and jurisdiction of AFRL Rome.

A.4.8.9.  Contractual use of Class I Ozone Depleting Substances (ODS) is prohibited by  PL 102-484 and certification is required by the LPM that no ODS will be used.  In those instances where Class I Chlorofluorocarbons (CFC) products must be used because there is no substitute or technology has not created a substitute, a waiver must be obtained.  For further details on ODS products, see IFOF.

A.4.8.10.  IFOL coordination is not mandatory based exclusively on the type of buy; rather, it is needed when a contract is delegated any equipment maintenance responsibilities for government-owned equipment under RRS Equipment Maintenance Management Program (EMMP) publications.

A.4.8.11.  Self-explanatory

A.4.8.12.  Transportation, packaging, and transportability coordination is necessary when equipment or material is to be moved by AF, DOD, government, or commercial carrier.  Packaging coordination is needed when material or equipment is stored or transported and when requirements for testing, packaging methods are involved.  Transportability coordination is needed to make sure engineering design includes transportability considerations.

A.4.8.13.  Self-explanatory

A.4.8.14.  Self-explanatory

A.4.8.15.  Self-explanatory

A.4.8.16.  Self-explanatory

A.4.8.17.  Self-explanatory

A.4.8.18.  IFOS reviews the RRS From 2857 to make sure the validation and approval document (CSRD) has been completed and accepted by the AFRL Rome Communications-Computer System Requirements Board.

A.4.8.19.  Coordination is required for all four stages in the development of equipment that makes use of the frequency spectrum.  The four stages are:  conceptual, experimental, developmental, and operational.  This includes receivers as well as transmitters.   No contractual obligations will be assumed until radio frequency guidance has been obtained.

A.4.8.20.  COMSEC material and equipment requirements are satisfied by the AF Cryptologic Systems Group (AFCSG).  A COMSEC account must be set up or in existence, release approval obtained, and personnel and facilities security clearance validated before COMSEC material can be given to a contractor.  Coordination is needed before contractual commitment to make sure COMSEC support is available.

A.4.8.21.  TEMPEST is an unclassified name for controlling compromising emanations.  TEMPEST guidelines for design, installation, and operation must be met for all equipment or facilities, which will be used to process classified information.  Coordination with IFOS is required to be sure TEMPEST criteria is included in contractual efforts and to set up requirements with the AF Cryptologic Systems Group for TEMPEST evaluation and test.

A.4.8.22.  Self-explanatory

A.4.8.23.  Self-explanatory

A.4.8.24.  Configuration Management requirements are applied on acquisitions that fall under the system concept.

A.4.8.25.  Coordination with the Staff Meteorologist Office is mandatory for, but not limited to, programs or projects that may be affected by the atmosphere (whether it operates in or propagates through space, the ionosphere, or the troposphere).  

A.4.8.26.  The LPM is responsible for EMC Quality Assurance identified on the RRS Form 2857.  

