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Welcome to the Joint Contracting Center Customer Service Guide.
It’s our job to procure the supplies and services needed by Task Force Eagle and the Area Support Group that are not available through the established supply sources.

The purpose of this guide is to define contracting procedures and to help you, our customer, understand what we need to better serve you.  This guide should get you started.

Our Mission

Provide Contracting Support to SFOR in Bosnia, Croatia and Hungary, Execute, administer, and terminate contracts in accordance with applicable laws, regulations, and sound business judgment to enable the SFOR mission to succeed. 

How we do it

By providing contracting support from local and oversees sources through the Federal Acquisition Regulation, Acquisition Cross-Servicing Agreement, and Acquisition Arrangements to acquire supplies and services that are not otherwise available through established supply sources

   Keith Taylor
 





   Captain, U.S. Army
   Chief, Joint Contracting Center
CONTRACTING OFFICERS

Only duly warranted contracting officers may enter into contracts and agreements on behalf of the US Government.  In addition, select individuals have been identified by name, trained and certified by a warranted contracting officer as field ordering officers (FOO) and blanket purchase agreement (BPA) callers.  These individuals are authorized to enter into contracts of $2,500 or less.  Individuals who do not have contracting authority but enter into contracts or agreements on behalf of the US Government are taking large risks with their careers and their paychecks.  Read Unauthorized Commitments for more information.

The CONTRACTING ORGANIZATION

Joint Contracting Center--TUZLA 

The Joint Contracting Center—Tuzla  (JCC-T) is a component of the Headquarters, US Army Contracting Command Europe, operating in its capacity as Executive Agent for Contracting in the Balkans. The JCC-T is configured as a contingency contracting office manned by military and civilian contracting professionals from the US Army and other service branches.  This office serves as Headquarters to both JCC’s in Sarajevo and Taszar. In that capacity JCC-Tuzla my delegate procurement actions to those offices or may withhold actions to be completed at Eagle Base

Contracting Options

Several other organizations have a role in providing optimal contracting support to the region. Besides the Joint Contracting Center—Tuzla and its subordinates, other primary offices are the following:

HQ, USACCE handles substantial theater area requirements such as a regional translator/interpreter services contract, and the guard services contract.  They also provide regulatory and procedural guidance for the JCC-T office.

You have this guide, which means you probably have a requirement that the JCC-T needs to purchase for you.  Be sure that our office is responsible for your purchase.  The JCC is not responsible for Brown & Root Services, TRW, or DLA centrally negotiated contracts.  

CONTRACTING RESPONSIBILITIES

Contract Funding

JCC-T cannot contract without proper funding.  You must obtain sufficient and proper funds from the Budgeting Office and Comptroller. You must fill out a DA Form 3953, Purchase Request and Commitment Form

Acquisition Lead Time

Once the JCC-T receives your DA Form 3953, we will need administrative lead time to properly contract. This time will vary depending upon the dollar value, complexity and priority assigned to the requirement. Therefore, do not expect your requirement to be satisfied overnight, although we do make allowances for emergencies.
Source Selection

You will be asked to identify potential sources of supply or service, but the contracting officer is not required to obtain the goods or services from a suggested source. Contracting officers by regulation must solicit a reasonable amount of competition for each requirement.  However, exceptions are allowable. Should you believe that a supply or service is available from only one source, you must prepare a sole source justification letter. Depending on the dollar amount, the justification letter will require review and approval by legal counsel and higher headquarters. 

GETTING WHAT YOU NEED

OBTAINING CONTRACTING SUPPORT

Defining Requirements
The first step is to identify and quantify potential contract requirements. The JCC-T does not make assumptions as to what you need.  We purchase what you tell us to buy.  Please provide as much detail as possible.  You may consult area experts and commercial sources to clarify a requirement.  However, such discussions must be limited to generalizations. Do not under any circumstances make commitments or promises regarding the solicitation, evaluation or award of a contract or order.
Starting with Supply

Once you have identified your requirement, you should contact Supply to see if they have the requirement on hand.  If Supply cannot get the items through its channels of supply, they will direct you to contact JCC-T.  However, prior to approaching our office, check to see if your unit has a Field Ordering Officer (FOO).  This person is authorized to make purchases up to $2500.  The FOO must check with PBO prior to contacting JCC-T for all non-expendable items.  PBO will annotate the local request form with a requisition number so they can keep accountability and update hand receipts as necessary.

Documenting Requirements

You must provide two documents in order for the JCC-T to procure your requirement:

1. One document is the Purchase Request and Commitment (DA Form 3953).  This is the funding and authorization document. Contact you unit supply office for assistance in properly filling out this document.

2. The second document is the item description. For a supply type requirement, provide a list of characteristics or components. For a construction or service requirement, provide a Statement of Work or a Performance Work Statement.  A Statement of Work describes what needs to be accomplished in general terms. A Performance Work Statement contains a more detailed explanation of the individual characteristics of the project and instructions on how the finished product will look and/or function. Contact DSCENG or JCC-T staff for assistance in formulating an item description that meets the needs of the US Government.
3. The JCC is available to review specifications and availability of requested good or services.  Prior coordination with the JCC will help streamline the procurement. Units may also contact the JCC to determine the status of their request. JCC tracks PR&Cs by the requisition number or the assigned PIIN Procurement Instrument Identifier Number.

4. The Statement of Work/PWS must contain as a minimum the following:

Description of item

Detailed description of how services shall be performed

Location of performance

Any technical/law requirements

Performance time

Inspection frequency (for maintenance only)

Rental period (for rental only)

Response time for unscheduled repairs (for maintenance only)

Point of contact for services

Replacement parts included, insert amount e.g. DM 150.00 (for maintenance only)

Where shall the contractor report to prior to start of work (for tractability purposes)

Qualifications/education contractor is required to have (for training requirements only)

Inventory listing of all equipment to be moved (for moves only)

Attached sample of items to be printed (printing services only)

Quantity (sqm/liters/barrels etc. if applicable)

Boxes required (for moves only)

Cleaning frequency (for cleaning only)

REMEMBER: The SOW is the HEART of the purchase order.
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Statement of Work (Sample)

1. SCOPE OF WORK

1.1. SERVICES NON-PERSONAL: The contractor shall provide all parts, tools, labor, materials, equipment, transportation, and personnel necessary to provide:

1.2. Describe accurately the essential and technical requirements for the needed service.

1.3. All services shall be accomplished in accordance with the best commercial practices. Indicate, describe, and define contractor’s responsibilities.

1.4. Services as required shall be performed only by qualified personnel specially trained for the services required.

1.5. Location of Performance:

2. DEFINE ANY AND ALL SPECIAL REQUIREMENTS/LAWS PECULIAR TO THE PERFORMANCE OF THE SERVICE.

2.1. Government’s Responsibilities:

2.1.1. List all tasks, services, or materials the government will provide.

3. HOURS OF OPERATION

3.1. Normal Hours

3.1.1. Normal hours of operation are from 0700 through 1630 Monday through Friday except on recognized host country holidays.

3.1.2. Performance time.

Single (Sole) Source Requirements

JCC-T seeks competition; that is, we will normally contact at least three sources for quotes prior to awarding a contract or order. In a few cases, it may be necessary to restrict the solicitation of an item to a particular vendor or firm. This is usually for items manufactured to support an existing system. If you think that only one source will satisfy your requirement, please provide a sole source justification letter.  The letter must contain the following information (Reference FAR 6.303-2):  

1. Identify the requesting agency (you), the contracting activity (JCC-T) and label the letter “Request for sole source acquisition.”

2. A description of the supplies or services required which meet the agency’s needs (including the estimated value).

· Explanation of why only one source is available and necessary.  This is the meat and potatoes of the letter.  You must convince the contracting officer that your requirement is a sole source situation.  Remember the contracting officer by regulation must solicit multiple sources.  Just because you want a certain brand or trademark is not sufficient grounds for a sole source.  It may be sufficient if the brands are not interchangeable, and a pre-existing system would not work with any other brand item. 

· Any market research results, i.e. You know of two sources but one source has gone out of business.

Joint Acquisition Review Board

Requirements over $2500 must be reviewed and approved by the Joint Acquisition Review Board (JARB). This board meets weekly.  Submit all pertinent documents (i.e. DA Form 3953, item description, etc.) to G-4, DCSLOG.  If approved by the board; JCC-T will handle your request.  

Upon receipt of your documents, JCC will begin to solicit for quotes. Once awarded, you will get a copy of the purchase order/contract.  Keep this document with the PR&C for your files.

Instruction for completing DA Form 3953\

Block 1.  Leave Blank.

Block 2.  Requisition Number.  Obtain from supply NCO.  PBO will change the requisition number for all purchases of property book type items.

Block 3.  Date the form is prepared and enter the number of pages in the space provided.

Block 4.  Enter “Purchasing and Contracting Officer, Joint Contracting Center, Tuzla Main, APO AE 09789”.

Block 5.  Enter “Comptroller, Task Force Eagle, Tuzla Main, APO AE 09789”.

Block 6.  Enter the address for the unit requesting the purchase.  Address should include APO and Base Camp.

Block 7.  Same as Block 6.

Block 8.  Enter “Property Book Officer, Tuzla Main, APO AE 09789”.

Block 9.  Enter the date the item is required.  Take into account order ship time and plan backwards from there.  The JCC can help determine the average order ship time.

Block 10.  Enter the name and rank of the unit point of contact (POC).  The POC should be familiar with the PR&C and the reasons for the purchase.

Block 11.  Enter the POC’s phone number.

Block 12.  Enter the MTOE, TDA, or CTA that authorizes the purchase.  Include the paragraph or table number, and the line item number (LIN).  Do not enter “AR 710-2”.  NOTE:  equipment and supplies must be authorized AND approved.

Block 13.  Leave blank.

Block 14.  Consecutively number each different type item or service required.  Include all requirements such as installation, maintenance, shipping and handling, etc.

Block 15.  Enter a complete description of the item or service required.  Include a suggested source to purchase from and the source’s contact information.  Do not combine property book and non-property book items on the same PR&C.

CHARACTERISTICS OF A GOOD PURCHASE DESCRIPTION:  

NOTE:  The description does not need to address each point
a. The common name of the item (noun)

b. Type of material it it's made from (paper, wood, plastic, steel, etc.)

c. Essential dimensions (shape, size, diameter, height, and length)

d. The type of work for which it will be used (electrical, mechanical, plumbing, etc.)

e. Intended use (assembly, subassembly, location within an assembly, essential operating characteristics, etc.)

f. Electrical data (220/110 volts, 50/60 cycle, etc.)

g. Principal characteristics (commercial, off-the-shelf item, high grade technically or chemically pure, etc.)

h. Restrictive environmental conditions (temperature limitations, etc.)

i. Any other data that further describes the item, material, or service required

Block 16.  Enter the quantity required.

Block 17.  Enter the unit of issue.

Block 18a.  Enter the unit price.  If the price is in Euro or Konvertible Marka, enter the information and the Comptroller will calculate the dollar equivalent based upon current exchange rate. 

Block 18b.  Enter the total cost.  Calculate by multiplying the quantity (Block 16) by the unit price (Block 18a).  Calculate the total cost for all requirements (installation, maintenance, shipping and handling, etc.).

Blocks 19-24.  Leave blank.

Block 25.  Enter the specific purpose or reason for purchasing the items.

Block 26.  Leave blank.

Block 27.  Enter the name and grade of the person initiating the purchase request.

Block 28.  Enter the initiating officer’s signature.  NOTE:  The initiating officer can not be the same person who signs in Block 32 or Block 35.

Block 29.  Enter the date the initiating officer signs Block 28.

Block 30.  Enter the initiating officer’s phone number.

Block 31.  Enter the name and grade of the supply officer (usually the Battalion S4 or Company Executive Officer).

Block 32.  Enter the supply officer’s signature.  NOTE:  The supply officer can not be the same person who signs in Block 28 or Block 35.

Block 33.  Enter the date the supply officer signs Block 32.

Block 34.  Enter the complete signature block of the approving officer.  The approving authority for purchases less than or equal to $2,500.00 is an LTC.  For purchases greater than $2,500.00 but less than or equal to $25,000.00, the approving authority is a COL. For purchases greater than $25,000.00 but less than $200,000.00, the approving authority is the Chief of Staff.  For purchases equal to or greater than $200,000.00, the approving authority is the Commanding General.   NOTE:  the approving official cannot be the same person who signs in Block 28 or Block 32.

Block 36.  Enter the date the approving official signs Block 35.
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Contract Administration 

Usually no action is taken on a contract or order after award unless you notify the contracting officer of a problem or potential problem with the delivery or performance. You serve as the eyes and ears of the contracting officer in insuring that the US Government receives value for money. 

Know the approximate delivery date of your requirement.  Due to the volume of orders, JCC will not always know when your requirement is supposed to be delivered.  If you have not received your item as stated in the contract document, please notify JCC and we will follow up on the order. 

Know the expiration date of the contract.  If the contract expires 30 Sep 200X, do not inform JCC after this date that the contract has expired.  If you allow the services to continue after this date, and no funding is committed by comptroller for this, you may be held personally responsible for the cost.  Prior to expiration of a contract, you must determine whether the requirement still exists and secure the necessary funding for it.

Receipt and Acceptance

Contracting will receive shipment and contact you to pick-up the delivery.  At this time, you will fill out a DD250, which is a receiving report.  With this document, you acknowledge receipt of the goods or services and that they have been inspected and accepted by the Government. The DD250 along with the invoice allows Finance to pay the vendor. If you receive the goods and/or services and the invoice, sign the invoice and immediately forward it to the JCC.  JCC will forward this document to Finance for processing.  If you have not received all that you have ordered or the goods and/or services are defective, DO NOT SIGN the DD250 for complete acceptance.

How to Help Yourself

AVOIDING IMPROPER PRACTICES

Market Research—Doing your homework

The JCC often conducts market research prior to purchasing.  However, we may request you to conduct market research to assist in determining the availability of commercial items or sources. When conducting market research, be careful not to make statements that could be construed as a commitment of the Government to any future action. Additionally, during the course of this research customers should:

1. Be familiar with DOD Instruction 5500.7-R, Joint Ethics Regulation.

2. Avoid situations that could adversely affect the integrity of the contracting process. 

a.  DO NOT favor nor create the appearance of favoritism of one source over others

b. DO NOT release information to sources, either before or during the contracting process, that would give a competitive advantage. This includes, but is not limited to, details of the requirement, government estimates, and the number of competing firms.

c.  DO NOT ask a prospective contractor to help prepare the specification or SOW without a contract to do so. Also, using a vendor's plan or proposal as the basis for establishing a government requirement is generally prohibited, unless submitted as a bona fide unsolicited proposal.

d.  DO NOT permit a vendor to prepare government estimates, without a contract for that specific purpose.

e. DO NOT use prospective contractors’ price estimates as the sole determining basis of the Government estimate.  Utilize Government sources for estimate development.

f.  DO clarify that the Government's intent is only to seek price and availability information, not to make a purchase.

Unauthorized Commitments and Ratification
General

Only warranted contracting officers or persons to whom a contracting officer has delegated specific written authority such as Field Ordering Officers, may obligate the Government in dealings with sources. You do not have the authority to obligate the Government for purchases for supplies or services. You may be held personally liable to pay the company's invoice.  DO NOT RISK YOUR CAREER OR YOUR PAYCHECK!

What is an Unauthorized Commitment?

An unauthorized commitment (UC) is a transaction between a company and a Government employee who does not have authority to enter into the agreement. The Government may be formally and legally obligated once an agreement between a Government employee and a vendor is formalized. In Europe, this can be accomplished with a simple handshake. Once the Government receives benefit, delivery, or services from a vendor under such an agreement, a valid debt exists. In order to authorize Government funds to pay for the delivery of supplies or services, the UC must be ratified into a legal contract by a warranted contracting officer.  However, it is not a guarantee that all UC’s will be ratified.  A ratification is usually approved only when the following conditions have been met (Reference FAR 1.602-3):

1. The UC provided a bona fide requirement, and it was received and accepted by an authorized Government representative.

2. The ratifying official has the authority to enter into a contractual commitment.

3. A contracting officer determines a legal contract could have been made.
4. A contracting officer determines the UC to have been provided a fair and reasonable price.

5. The contracting officer recommends payment and legal counsel concurs in the recommendation.
6. Funds are available and were available at the time the unauthorized commitment was made.
RATIFICATION

Ratification is the process of approving an unauthorized commitment by an official who has the authority to do so. Ratification is never automatic; and even when ratification is possible, commanders are required to take corrective administrative action against the individuals causing the UC. Corrective actions may include official reprimands or other disciplinary action commanders deemed appropriate. If the transaction cannot be ratified, the individual who committed the transaction may be personally responsible for the debt and is subject to litigation by the company to recover the price of the transaction.

Examples of UC's

Situation #1: A customer, either by action or inaction, allows a company to continue to provide copier services to his or her activity after the contractor's contract has expired.

Avoidance #1: Customers must submit their follow-on requirement early enough to permit issuance of follow-on contracts. Customers should not assume a new contract has been issued; they should get a copy of the contract before continuing to use the copier after the contract expires. When the customer makes a single copy after a copier contract expires, the customer has created a UC.

Situation #2:  A customer contacts a company to determine the price and availability of a supply or service. The company misinterprets the intent and ships the customer the item or provides the service.

Avoidance #2: Customers must be careful to clarify their intent, keeping in mind differences in business culture and language. In this case, to avoid a UC, the customer should not accept delivery and contact the contracting office for assistance.

Situation #3:  A customer initiates a PR&C and obtains the necessary funding and approvals, however the customer contacts a vendor and enters into an unauthorized commitment on the basis of the PR&C alone.

Avoidance #3:  Ensure that everyone understands the contracting procedure and the unique authority vested in warranted contracting officers. Even when it is suspected that the requirement can only be satisfied by a single source, the responsibility for final source selection always rests with the contracting officer. The depth of experience resident in a contracting office will often result in competition when requiring activities thought none existed.

Notification. 

Contact JCC immediately if you know or suspect that a UC has taken place.

Training

JCC will provide the following training to your unit upon request.

1.  Avoiding UCs and other unauthorized activity

2.  Contracting Officer Representative (COR) 

3.  Field Ordering Officer (FOO)

FREQUENTLY ASKED QUESTIONS

I needed these items yesterday.  Can you place the order and I’ll get you the funding tomorrow? 

Poor planning on your part does not constitute an emergency on the contracting officer.  Please allow yourself sufficient time to get the items / service that you need.  Contracting personnel will not make an award without proper funding even if it is an emergency.  The length of time to contract for your requirement will depend on the size and complexity of the requirement.  JCC will have to solicit adequate competition which will take some time.  Over-the-counter items can usually be ordered within 7-10 business days.  Construction or services requirements will take longer due to JCC solicitation requirements.  Depending on the dollar threshold, JCC will have to advertise for at least 14 days and then allow contractors adequate time to respond.  Please contact the JCC early in the acquisition process and we will advise you on our time requirements. 

Why can’t I use my O&M budget for this purchase?  

When Congress appropriates money to the Army, they place the money in different accounts.   As a check on how the government spends its money, Congress specifies how much of the total budget can be spent on certain items.  For example, NTVs cannot be purchased with O&M funds; rather, Congress has stated that vehicle purchases must use an account specifically designated for procuring large items.  Certain items and dollar amounts have these restrictions.  Consult your local Resource Management activity if you have further questions on what type of account is available for purchase.

What should I do if I suspect contract fraud?

Contact the JCC immediately.  Do not try to investigate yourself.  

Why is my order taking so long to get delivered?

Please notify the JCC if your order has not been delivered by the specified date in the purchase order.  JCC Contracting officers will follow-up on your order.

Can I pay for my order myself and get reimbursed?

No.  Your money will not be reimbursed.

Can we order items from the States or the Internet with SF44s?

No.  SF44s are intended for over-the-counter purchases.  You pay and take the items with you.  If you can only place an order over the Internet or the item is only available from the States, this item must be purchased by the JCC.

CofS/ASG Commander Approves
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