NATIONAL INSTITUTES OF HEALTH

CENTER FOR INFORMATION TECHNOLOGY

DOCUMENTATION REVIEW CHECKLIST – PRE-AWARD

DELIVERY ORDERS TO BE PLACED UNDER

ELECTRONIC COMMODITIES STORE III (ECS III)

[Revised:  10-14-04]

Description of the ECS III Requirement

Title of ECS Requirement:  ______________________________________

Requester: ____________________________________

Organization:   ____________________________________________

Estimated Total Value:  $__________________________

Requirements are available under the following ECS III Lot(s):

        □  Lot 1:  COTS desktop, laptop and handheld computing devices (including

                        peripherals, workstations, software, and networking equipment.

         □  Lot 2:  Commercial telecommunications equipment items related to

                        telephony (including, but not limited to network routers, switches,

                        repeaters, and cabling).  

          □  Lot 3:  Scientific, research workstations, and other electronic devices

                         and systems.

           □  Lot 4:  Software (including operating systems).

           □  Lot 5:  Related warranty and maintenance services.

           □  Lot 6:  Support services ancillary to providing the above items.

ECS III Prime Contractor Selected:  ____________________________

ECS III Prime Contract Number Selected:  _______________________                  



STEP 1A:  REQUIRED DOCUMENTATION

FOR ALL ECS III DELIVERY ORDERS
Attached

1.  A general description of the requirement, including a statement about the need for the supplies/services and their intended purpose/use.


2.  A set of specifications (for supplies) or a Statement of Work (for services).


3.  An approval to acquire Information Technology (IT) resources (required by the Information Technology Management Reform Act).  For CIT requirements, this approval is obtained in the CIT IT Acquisition Documentation Checklist.


STEP 1B :  ADDITIONAL REQUIRED DOCUMENTATION

FOR  ECS III DELIVERY ORDERS UNDER LOT 6
Attached

1.  An explanation why the requirement represents IT support services and, therefore, is within scope of ECS III. 

IT Service Acquisition -- the term "Information Technology" is defined as "any equipment or interconnected system(s) or subsystem(s) of equipment that is used in the automatic acquisition, storage, manipulation, management, movement, control, display, switching, interchange, transmission, or reception of data or information by the agency" (ref:  Federal Acquisition Regulation 2.1).  For purposes of the definition, equipment used by an agency includes equipment that the agency uses directly or is used by a contractor under a contract with the agency that (1) requires its use or (2) to a significant extent, requires its use in the performance of a service or furnishing of a product.  The term includes computers, ancillary equipment, software, firmware and similar procedures, including services (and support services), and related resources.  The term "service contract" is defined as "a contract that directly engages the time and effort of a contractor whose primary purpose is to perform an identifiable task rather than to furnish an end item of supply" (ref. Federal Acquisition Regulation 37.101).  “IT support services” represent those services required for the implementation and/or continued operation of IT.  IT services acquisitions fall under Major Object Class Code 25.


2.  An explanation why the required IT support services are ancillary to providing the Lots 1-5 products/services being ordered and, therefore, within scope of ECS III, Lot 6. 

If this requirement only involves the purchase of Lot 6 support services that are ancillary to providing Lots 1-5 products/services previously purchased, provide the Record of Call number(s) for the Lots 1-5 orders:

                                              Record of Call No(s). NDE:*****_______________                                                                    




3.  Inclusion of appropriate IT systems security solicitation and contract provisions required by the agency’s Automated Information Systems Security Program (AISSP). 


STEP 2A:  ADDITIONAL REQUIRED DOCUMENTATION

FOR COMPETITIVE DELIVERY ORDERS
Attached

1.  A statement describing how “fair opportunity to be considered” (FOC) was achieved in accordance with the ECS III Ordering Guidelines.  This is achieved by recording prices of at least three (3) ECS III contractors in Block 9, Competition, of the Purchase Request form.  If a recommendation is being made for the award to an ECS III contractor that was not the lowest price, the statement needs to include the criteria used to determine that the selected contractor represents the best value.

The requirements of the FOC process shall be deemed to have been met if the customer compares the various products and services offered on the contractors’ electronic catalogs and so documents in its official DO file.  At least three contractors' catalogs shall be compared, taking into account contractors’ past performance history, delivery schedules, prices, and other factors pertinent to the particular DO.  The customer's DO file shall document the process and provide the rationale for selection of the contractor for each DO it awards.  [Ref.  ECS III Order Guidelines, Part 1.5]


STEP 2B:  ADDITIONAL REQUIRED DOCUMENTATION

FOR NONCOMPETITIVE DELIVERY ORDERS
Attached

1.  A statement explaining why “fair opportunity to be considered” (FOC) was not possible.  The statement must sufficiently describe the facts and circumstances that support at least one of the following exceptions in the Federal Acquisition Regulation (FAR) that justifies a noncompetitive award of a delivery order (DO) to only one ECS III contractor. 

In accordance with the FAR, NITAAC provides each ECS III contractor with a “Fair Opportunity to be Considered” (FOC) for each DO, unless one of the exceptions cited in FAR 16.505(b)(2) applies, and the appropriate Agency Contracting Officer (CO) or other designated agency official appointed in accordance with agency regulations fully documents and signs the justification citing the rationale for using one of these exceptions. .  [Ref.  ECS III Order Guidelines, Part 1.5]

The exceptions to FOC cited in FAR 16.505(b)(2) follow:

(2) Exceptions to the fair opportunity process. 

     ……………………………………………..

(i) The agency need for the supplies or services is so urgent that providing a fair opportunity would result in unacceptable delays. 

(ii) Only one awardee is capable of providing the supplies or services required at the level of quality required because the supplies or services ordered are unique or highly specialized. 

(iii) The order must be issued on a sole-source basis in the interest of economy and efficiency because it is a logical follow-on to an order already issued under the contract, provided that all awardees were given a fair opportunity to be considered for the original order. 

(iv) It is necessary to place an order to satisfy a minimum guarantee.


REQUESTER CERTIFICATION

I hereby certify that I have reviewed the attached documentation and have determined that it sufficiently responds to the requirements stated above. 

___________________________________________________________      ___________                     

Requester                                                                                         Date

 __________________

Organization

CIT ACCOUNTABLE MANAGEMENT OFFICIAL

  ____________________________________________________             _______________

  Signature of authorized individual in                                                Date

            CIT’s Administrative Management Office



ECS III CONTRACTING OFFICER APPROVAL

(For ECS III Lot 6 Orders Only)

  ____________________________________________________             _______________

  Typed Name and Signature of ECS III Contracting Officer              Date



[This checklist shall be retained in the official Record of Call file in CIT’s Administrative Management Office.]
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