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ACQUISITION REQUIREMENTS PACKAGE CHECKLIST 
(Refer to UMR 715-6, Section II for abbreviations)
Element:
Element Lead/POC:
Date Prepared: 
Requirement Action: 
Check a box or provide an explanation
Bridge Contract
Exercise Option
Extend Services
Follow-on (re-compete)
Modification (all other)
New
Gym Membership
Renewal of BPA Call
Other: Explain
Contract Type: 
Check a box
Firm Fixed Priced (FAR 16.2)
Cost Reimbursement (FAR 16.3)
*Note: Contracting officers ultimately make the contract type determination on new contract requirements.  The government 
prefers Firm Fixed Priced (FFP) contracts, which means the requiring activity can define its requirement with little uncertainty. 
Cost reimbursement type contracts should be considered when uncertainties in contract performance make it difficult to 
estimate costs with accuracy to award a FFP contract. Time & Materials (TM) and Labor Hour (LH) contracts require 
additional scrutiny and pre-approval by contracting agencies before acceptance.
Type of Requirement: 
Check One Box
Product/Supply request estimate exceeds  $3K for a single purchase
Service estimate exceed $2.5K for a single purchase or recurring need in 12 months
Combined Service and Product request estimate (more than 50% of total estimated cost) exceeds respective threshold (service: $2.5k /product /supply: $3K)
Quote is $150K or less including options:   
Check if applicable
IGCE is greater than $150K including options:
Check if applicable
Current Contract /Task /Delivery Order #: 
Requirement Title from PWS SOO or SOW:
Requirement Definition:
Include a realistic delivery date for supplies or start date and duration for services.
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COR nomination for service contracts as required by UMR 715-6, Chapter 2, paragraphs d(2), (a) and (b)
Primary COR:
Supervisor's Name:
Alternate COR:
Supervisor's Name: If it is not the same as above
Required Services Sources FAR Part 8 
(N/A to IT or Office Supplies) check all boxes that apply
Service is available on NIB/Source America (Formerly NISH) Procurement List FAR 8.7
Service is available on a mandatory GSA Federal Supply Schedule FAR 8.4
Service is available on an optional use GSA Federal Supply Schedule FAR 8.4
Service is available through UNICOR Federal Prison Industries (waiver not required) FAR 8.6
Service is available in the commercial marketplace?
Service Procurement: 
Check all boxes that apply 
PR Memo/MIPR/WBS/J-8 Approved Funds or Subject to the Availability of Funds
Performance Work Statement (PWS) per FAR 37.6
Statement of Work (SOW)
Statement of Objectives (SOO)
QASP for estimate to exceed $2.5K / KO determination per FAR 46.4
Performance Requirements Summary (KO determination)
Market research documentation for an estimate to exceed $150K per FAR Part 10
Quotes for requirements below $150K (provide three quotes if possible)
IGCE for requirements with an estimate to exceed $150K (appropriately signed)
ATO Review Cover Sheet for all services with an estimate to exceed $2.5K
IRB approval IT requirements modernization = $1M (IT only)
Certification of Proper Use of Non-DoD Contract (GSA Federal Supply Schedules)
Services are geographically dispersed (breakdown by location is attached)
Property book items are being purchased to support this service
Government Furnished Property is being purchased to support this service
CHESS contract information on PR Memo (IT only)
Small Business (SB) Set-Aside (IT services & others if two responsible SBs are available)
DD Form 254 Contract Security Classification Specification
Section 508 Determination (IT only for all contracts)
NIB/Source America resources request for waiver per FAR 8.706
J-5/MEPT-BT Approval for Defense Business System requirements > $1M
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Other Than Full & Open Competition Supply or Service: 
Check a box if applicable
Sole Source  FAR PART 6.302-1
Brand Name FAR PART 6.302-1 (c)
Unusual & Compelling Urgency FAR 6.302-2
Limited Sources FAR 8.405-6
Exception to Fair Opportunity FAR 16.505
* Note: Element Leads/POCs or CORs will notify other elements of the start date for services upon receipt of 
the contract award.    
Required Supply Sources FAR Part 8 
(N/A to IT): check a box (if applicable)
Supply is available through UNICOR Federal Prison Industries
Supply is available on NIB/Source America Procurement List
Supply is available on a mandatory GSA Federal Supply Schedule
Supply is available on an optional use GSA Federal Supply Schedule
Supply is available in the commercial marketplace
Supply Procurement: 
Check all boxes that apply
PR Memo/MIPR/WBS/J-8 Approved
Requirement specifications with salient characteristics (PWS or SOW if requested)
Market research documentation for an estimate to exceed $150K per FAR Part 10
Quotes for requirements below $150K (provide three quotes if possible)
IGCE for requirements with an estimate to exceed $150K (appropriately signed)
ATO Review Cover Sheet for supply requirements that exceed $150K
Certification of Proper Use of Non-DoD Contract (GSA Federal Supply Schedules)
Items being shipped to geographically dispersed locations (provide breakdown by location)
Property book items are being purchased as a part of this requirement
Government Furnished Property-  When it is being purchased as a part of this requirement
Goal 1 Waiver for IT COTS (IT only)
IRB approval IT requirements modernization = $1M (IT only)
CHESS contract information on PR Memo (IT only)
CHESS Statement of Non-Availability (IT only)
CB exception ITES-2H hardware Oct-Dec / Apr-May (IT only)
Section 508 Determination (IT only for all contracts)
UNICOR Federal Prison Industries supply request for waiver per FAR Subpart 8.604
NIB/SourceAmerica resources request for waiver per FAR Subpart 8.706
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 Service Contract Approval and Technology & Business Architecture Integration (TBAI)
 Documents:  (Services only) Check all boxes that apply
Request for Service Contract Approval Form (all service estimate to exceed $2.5K)
Army G-1, Contract Action Justification Form  (service estimate to exceed $100K)
* Note: Element Leads/POCs or CORs have the responsibility to notify other command elements when 
supply or equipment items will be delivered to their locations as a result of a contract award.  
COR Nomination Memorandum (service estimate to exceed $150K or as determined by KO)
COR Training Certificates (service estimate to exceed $150K due before contract award)
Army G-1 Technology and Business Architecture Integration (TBAI) Checklist confirmation
Executive Summary (EXSUM)
* Note:
 Submit all documents electronically unless UMR 715-6 directs otherwise.
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