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BY ORDER OF THE COMMANDER
RRS INSTRUCTION 63-104

AIR FORCE RESEARCH LABORATORY
29 March 1999


Acquisition


INDEFINITE-DELIVERY, INDEFINITE-QUANTITY CONTRACTS
Supersedes:  RLI 70-19, 4 Oct 91
Certified by:  AFRL/IFK (Lt Col Ralph M. Lentz)  

OPR:  AFRL/IFKPC (Jerry Amoroso)
Pages:  6 /Distribution:  F

This instruction sets forth guidance relating to use of indefinite-delivery, indefinite-quantity (IDIQ) contracts.  It applies to all activities at the Rome Research Site.

SUMMARY OF CHANGES

This revision changes Rome Laboratory/RL to the Air Force Research Laboratory, Rome Research Site.  Updates office symbols and form titles.  Eliminates restriction limiting orders to twelve (12) months in duration.  Eliminates restriction on maximum duration of contract to three years (an acquisition strategy issue).  Changes title and wording to more accurately reflect our practice (that is, eliminates use of “Laboratory Support” terminology).  Eliminates restriction on hardware acquisition since this is an acquisition strategy issue and is redundant with other regulations.  Eliminates limitation requiring orders to deal with C3I technology.  Eliminates restriction on non-AF Technology Base funded efforts, which limited use to time sensitive requirements.  Eliminates restriction on AF Technology Base (6.1, 6.2, 6.3A) funded efforts, which limited use to out-of-cycle, unplanned, ad hoc requirements.

1. Introduction.  The primary objective of an IDIQ contract, as defined in the Federal Acquisition Regulation (FAR) Part 16.5, is to acquire supplies and/or services when the exact times and exact quantities of future deliveries are not known at the time of contract award.  IDIQ type contracts are also known as “delivery order contracts” (DOC) when supplies are being acquired, and “task order contracts” (TOC) when services are being acquired.  Use of an IDIQ type contract at the Rome Research Site allows the Laboratory to solve technology problems rapidly and to address urgent user requirements in the Rome Research Site’s mission areas.

2.  Guidance.

2.1.  Each IDIQ contract contains a Statement of Scope (SOS) that identifies areas of technology and types of problems which may be addressed by work ordered under it.  Only work which falls within the scope of the contract’s SOS may be ordered under that contract.

2.2.  Individual orders that exceed $1,000,000 in total value (including options) must be approved by the Director (AFRL/IF).  The Director may approve orders on a class basis to cover all orders issued under a particular contract.

2.3.  As with any contract, only the contracting officer can direct the contractor or authorize start of work.  This cannot be done until negotiations about all facets of an order have been concluded.  Laboratory Program Managers (LPMs) must minimize the amount of contractor time spent in planning or discussing orders before requesting a proposal, as this time may be charged to the Government.  LPMs must also be careful not to direct the contractor in any manner.  No one, including the contracting officer, can direct the prime contractor as to which subcontractor, if any, must perform specific work.

2.4.  RL Forms 2916 (being updated as RRS Form 2916), Program Implementation Request and Authorization, other than funding actions, that are approved after 1 August for orders may not be obligated until the following fiscal year.  While, under normal circumstances, it should be possible to process orders received in June or July by 30 September, initiators should be aware that unexpected problems or delays and conflicts with other end-of-year work could result in failure to meet a 30 September or earlier deadline.

3.   Responsibilities.

3.1.  Initiating Technical Divisions:

3.1.1.  Assign a Program Manager (PM) who:

3.1.1.1.  Is responsible for managing each overall IDIQ contract and making sure the requirements in this instruction are being followed.

3.1.1.2.  Monitors the IDIQ contractor’s performance and makes sure the contractor complies with the contract requirements.

3.1.2.  Make sure candidate work meets the requirements of this instruction before initiating it as an order.

3.1.3.  Assigns a LPM to each order to assist the PM with monitoring performance.

3.1.4.  After identifying a work order requirement, processes an acquisition package according to the Acquisition Data Checklist (see the RRS Intranet Contracting Home Page), RLI 16-501 (being updated as RRSI 16-501) and RLI 70-15 (being updated as RRSI 63-103).  The package consists of:

3.1.4.1. AFMC Form 36, Purchase Request, and RL Form 2916, Program Implementation Request and Authorization (being updated as RRS Form 2916).

3.1.4.2.  Work description (the Statement of Work).

3.1.4.3.  Contract Data Requirements List (CDRL).

3.1.4.4.  LPM’s cost estimate.

3.1.4.5.  Other forms, such as safety, environmental, Acquisition Data Checklist, etc., as determined necessary by the LPM/technical division.

3.1.4.6.  Work order memo (Attachment 1 of this instruction).

3.2.  LPMs:

3.2.1.  Coordinate with the PM before initiating any paperwork for an order.  Make sure the PM signs RL Form 2916, Block 2 (being updated as RRS Form 2916).

3.2.2.  Coordinate the evaluation of the contractor’s cost and technical proposals with the PM.

3.3.  PMs and LPMs:  Maintain contract and order case files per AFRLI 61-201, Research and Development (R&D) Case Files, and Attachment 3 of this instruction.

3.4.  Contract Specialist:

3.4.1.  Determines whether a formal SOW review meeting is necessary.

3.4.2.  After receiving AFMC Form 36, sends a letter to the contractor detailing the requirements of the order and asking for a proposal.

4.   Forms Cited.  AFRL Form 1a;  RL Form 2916 (being updated as RRS Form 2916);  AFMC Form 36;  DD Form 254.


RAYMOND P. URTZ, Director
Information Directorate

3 Attachments

1. Work Order Memo Guidance (Sample)

2. IDIQ Contract Job Order Number Guidance

3. Maintenance and Disposition of IDIQ Contract Case Files

(Attachment 1)

WORK ORDER MEMO GUIDANCE

(S A M P L E)

MEMORANDUM FOR IFKR

FROM:

SUBJECT:  Purchase Request ___________;  Contract F30602-______________

1.  Following are specific details about the subject contemplated order:


a.   Work Title and Description - (see attached draft Statement of Work)


b.   Justification for Contractor Selected - (Provide a brief but convincing rationale for why a particular contract is considered the most appropriate.  The Government cannot direct a prime contractor as to whom on its team should perform the work;  hence, the justification cannot be based on such direction.  The justification should be couched in terms of the resources, capabilities, and experience available to the prime contractor in support of the proposed task).


c.   Relationship to Other Efforts - (Identify whether this work is directly related to past or present contracts or planned contracts, and, if so, how.  If none, state none).


d.   Data Requirements - (see attached Contract Data Requirements List).


e.   Software Requirements - (Include information not included in the Statement of Work.  If not applicable, so state).


f.   Duration, Start, Completion, and Performance Dates - (see attached draft Statement of Work). (Include all information pertaining to performance dates including oral presentations, program reviews, installation, testing, training, software deliveries, etc., in the draft Statement of Work).

g.   Total Estimated Hours - ________________


h.   Classification - (If classified work will be done, process DD Form 254, DOD Contract Security Classification Specification, through the Security Office, and so state.  If unclassified, address whether export-controlled data will be involved.)

i.   Government-Furnished Property, Information, or Base Support -


j.   Other -

(technical division chief signature)

(Attachment 2)

IDIQ CONTRACT JOB ORDER NUMBER GUIDANCE

Use the following to set up IDIQ contract job order numbers:

A2-1.  Basic IDIQ Contracts and Orders Initiated by the Cognizant Technical Division:


1st 4 Digits
Project of funds


5th Digit
Q (for IDIQ contracts)


6th Digit
A, B, C, etc.  (Division alpha sequence of overall IDIQ contracts).


7th - 8th Digit
01, 02, 03, etc.  (Individual orders under applicable IDIQ contracts).

Example: 450E QB 01 represents the first order under the second (B) IDIQ contract with Project 450E funds.

A2-2.  Orders Placed on Another Division’s IDIQ Contract or on the Cognizant Division’s IDIQ Contract Using Another Division’s Funds:


1st 4 Digits
Project of funds


5th Digit
Q (for IDIQ contracts)


6th Digit
1-9 (Representing division whose IDIQ contract is being used), as follows:

1 -   IFE

2 -   IFG

3 -   IFS

4 -   IFT

5 -   IFB

6 -   IFO

7 -   SN


7th Digit
A, B, C, etc.  (Alpha sequence of IDIQ contract in division whose IDIQ contract is being used).


8th Digit
0-9 (Representing one division’s individual order under another division’s IDIQ contract).

Example: 450T Q2 B3 represent IFT’s third order on IFG’s B IDIQ contract.

NOTE.  It is not expected that there will be a large number of cross-division orders.  The above, however, allows each division up to 10 orders on each of another division’s IDIQ contract.

A2-3.  Orders Funded with AFRL/IF Director’s Funds.  Job order numbers are assigned per RLR 80-14, AFSC FORM 2885, JOB ORDER REGISTER INPUT DATA (being updated as RRSI 65-502).

(Attachment 3)

MAINTENANCE AND DISPOSITION OF

IDIQ CONTRACT CASE FILES

The program manager (PM) maintains a separate case file for the overall IDIQ contract.  As required by AFRLI 61-201, Research and Development (R&D) Case Files, the PM lists on AFRL Form 1a, Contents/Index of the Research and Development File Folder, all orders or work units that are by-products of the main contract.  This list includes, but is not limited to, the job order number of the order or work unit;  responsible engineer;  title of the order or work unit;  where the work unit is located (building and room number);  and the retired date when it becomes available.

Each individual order is housed in a regular R&D case file folder.  Note on AFRL Form 1a, Block 7, where the main contract folder is located, example:  AFRL/IFG/Room 2221.

When an order is completed, the Laboratory Program Manager responsible gives the file to the records technician who keeps the file for one year, then retires it, along with any other R&D case files from the office, to the Rome Research Site Staging Area.  The records technician notifies the program manager that the file has been retired.  The AFRL Form 1a in the overall IDIQ contract R&D case file folder, can then be annotated with the date.

There will be some duplication between the main contract folder and the work order folder, but it should be held to a minimum.  As long as the AFRL Form 1a in both the main contract folder and the work order folder is maintained correctly, it will be easy for anyone with need to access the program to find where all records are filed.

