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GENERAL SERVICES ADMINISTRATION ACQUISITION MANUAL

INTRODUCTION

The General Services Administration Acquisition Manual (GSAM) consolidates the General Services Administration (GSA)
agency acquisition rules and guidance.

Distinguishing Regulatory Material

The GSAM incorporates the General Services Administration Acquisition Regulation (GSAR) as well as internal agency
acquisition policy. GSAR material is shaded. The shading helps users to distinguish and identify those parts that are regulatory
from those that apply internally to GSA.

The shaded parts are those subject to section 22 of the Office Federal Procurement Policy Act, as amended (41 U.S.C. 418b).
GSA must publish these rules in the Federal Register and codify them in 48 CFR Chapter 5 in accordance with the Paperwork
Reduction Act (44 U.S.C. 3051 et seq.) and the Regulatory Flexibility Act (5 U.S.C. 601 et seq.). The rules that require publi-
cation fall into two major categories:

(1) Those that affect GSA’s business partners (e.g., prospective offerors, contractors).
(2) Those that apply to acquisition of leasehold interests in real property. The Federal Acquisition Regulation (FAR) does
not apply to leasing actions. GSA establishes regulations for lease of real property under the authority of 40 U.S.C. 490 note.

Separating regulatory material from internal directives decreases the number of rules subject to publication in the Federal
Register. It also provides greater flexibility and responsiveness because an internal directive is easier and quicker to update or
change.

Addressed to the Contracting Officer
Both the GSAR and GSAM address the contracting officer, except where specifically indicated. “You” means the contracting
officer.
Compliance with Internal Directives
Non-shaded material is nonregulatory, but occasionally includes requirements that are mandatory for GSA personnel. These
requirements are necessary to ensure uniformity or for other reasons.

Consolidation of Acquisition Directives

To the extent practicable, acquisition directives have been integrated into one document to eliminate the burden of checking
multiple sources for related acquisition guidance.
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General Structure and Subparts

INTRODUCTION

SUBCHAPTER A—GENERAL

PART 501 —GENERAL SERVICES ADMINISTRATION
ACQUISITION REGULATION SYSTEM

501.1 Purpose, Authority, Issuance

501.4 Deviations from the FAR and GSAR

501.6 Career Development, Contracting Authority, and Responsibilities
501.7 Determinations and Findings

Appendix 501A [Reserved]

PART 502—DEFINITIONS OF WORDS AND TERMS
502.1 Definitions

PART 503—IMPROPER BUSINESS PRACTICES AND PERSONAL CONFLICTS OF INTEREST

503.1 Safeguards

503.2 Contractor Gratuities to Government Personnel

503.3 Reports of Suspected Antitrust Violations

503.4 Contingent Fees

503.5 Other Improper Business Practices

503.7 Voiding and Rescinding Contracts

503.8 Limitation on the Payment of Funds to Influence Federal Transactions
503.10 Contractor Code of Business Ethics and Conduct

PART 504—ADMINISTRATIVE MATTERS

504.1 Contract Execution

504.2 Contract Distribution

504.4 Safeguarding Classified Information Within Industry
504.5 Electronic Commerce in Contracting

504.6 Contract Reporting

504.8 Government Contract Files

504.9 Taxpayer Identification Number Information

504.11 Central Contractor Registration

504.13 Personal Identity Verification of Contractor Personnel
504.70 [Reserved]

SUBCHAPTER B—COMPETITION AND ACQUISITION PLANNING

PART 505—PUBLICIZING CONTRACT ACTIONS

505.1 Dissemination of Information

505.2 Synopses of Proposed Contract Actions
505.3 Synopses of Contract Awards

505.4 Release of Information

505.5 Paid Advertisements

il



CHANGE 50 JUNE 15, 2011

STRUCTURE GENERAL SERVICES ADMINISTRATION ACQUISITION MANUAL

PART 506—COMPETITION REQUIREMENTS

506.2 Full and Open Competition After Exclusion of Sources
506.3 Other than Full and Open Competition
506.5 Competition Advocates

PART 507—ACQUISITION PLANNING

507.1 Acquisition Plans
507.5 Inherently Governmental Functions
507.70 Additional Requirements for Purchases in Support of National Security Systems involving Weapons Systems

PART 508—REQUIRED SOURCES OF SUPPLIES AND SERVICES

508.6 Acquisition from Federal Prison Industries, Inc.

508.7 Acquisition from Nonprofit Agencies Employing People Who Are Blind or Severely Disabled
508.8 Acquisition of Printing and Related Supplies

PART 509—CONTRACTOR QUALIFICATIONS

509.1 Responsible Prospective Contractors

509.3 First Article Testing and Approval

509.4 Debarment, Suspension, and Ineligibility

509.5 Organizational and Consultant Conflicts of Interest

PART 510—MARKET RESEARCH

PART 511—DESCRIBING AGENCY NEEDS

511.1 Selecting and Developing Requirements Documents
511.2 Using and Maintaining Requirements Documents
511.4 Delivery or Performance Schedules

511.6 Priorities and Allocations

PART 512—ACQUISITION OF COMMERCIAL ITEMS

512.2 Special Requirements for the Acquisition of Commercial Items
512.3 Solicitation Provisions and Contract Clauses for the Acquisition of Commercial Items

SUBCHAPTER C—CONTRACTING METHODS AND CONTRACT TYPES

PART 513—SIMPLIFIED ACQUISITION PROCEDURES

513.1 Procedures
5133 Simplified Acquisition Methods
513.4 Fast Payment Procedure

PART 514—SEALED BIDDING

514.2 Solicitation of Bids
514.3 Submission of Bids
514.4 Opening of Bids and Award of Contract
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PART 515—CONTRACTING BY NEGOTIATION

515.2 Solicitation and Receipt of Proposals and Information

515.3 Source Selection

5154 Contract Pricing

515.5 Preaward, Award, and Postaward Notifications, Protests, and Mistakes
515.6 Unsolicited Proposals

515.70 Use of Bid Samples

Appendix 515A Source Selection Procedures

PART 516—TYPES OF CONTRACTS

516.2 Fixed Price Contracts

516.4 Incentive Contracts

516.5 Indefinite-Delivery Contracts

516.6 Time-and-Materials, Labor-Hour, and Letter Contracts

PART 517—SPECIAL CONTRACTING METHODS

517.1 Multiyear Contracting
517.2 Options

PART S18—|[RESERVED]

SUBCHAPTER D—SOCIOECONOMIC PROGRAMS

PART 519—SMALL BUSINESS PROGRAMS

519.2 Policies

5193 Determination of Small Business Status for Small Business Programs
519.4 Cooperation With the Small Business Administration

519.5 Set-asides for Small Business

519.6 Certificates of Competency and Determinations of Responsibility
519.7 The Small Business Subcontracting Program

519.8 Contracting With the Small Business Administration (The 8(a) Program)
519.10 [Reserved]

519.11 [Reserved]

519.12 Small Disadvantaged Business Participation Program

519.13 [Reserved]

519.14 [Reserved]

519.70 GSA Mentor-Protégé Program

Appendix 519A Small Business Subcontracting Plan Outline (Model)
Appendix 519B  Subcontracting Plan Evaluation Checklist
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PART 520—|[RESERVED]
PART 521—[RESERVED]

PART 522—APPLICATION OF LABOR LAWS TO GOVERNMENT ACQUISITIONS

522.1 Basic Labor Policies

522.3 Contract Work Hours and Safety Standards Act

522.4 Labor Standards for Contracts Involving Construction

522.6 Walsh-Healey Public Contracts Act

522.8 Equal Employment Opportunity

522.10 Service Contract Act of 1965, As Amended

522.13 Special Disabled Veterans, Veterans of the Vietnam Era, and Other Eligible Veterans
522.14 Employment of Workers With Disabilities

522.15 Prohibition of Acquisition of Products Produced by Forced or Indentured Child Labor

PART 523—ENVIRONMENT, ENERGY AND WATER EFFICIENCY, RENEWABLE ENERGY
TECHNOLOGIES, OCCUPATIONAL SAFETY, AND DRUG-FREE WORKPLACE

523.1 Sustainable Acquisition Policy
5233 Hazardous Material Identification and Material Safety Data
523.4 Use of Recovered Materials and Biobased Products

Appendix 523A [Removed]
Appendix 523B [Removed]
Appendix 523C [Removed]
Appendix 523D [Removed]

PART 524—PROTECTION OF PRIVACY AND FREEDOM OF INFORMATION

524.1 Protection of Individual Privacy
524.2 Freedom of Information Act

PART 525—FOREIGN ACQUISITION

525.1 Buy American Act—Supplies
525.2 Buy American Act—Construction Materials
525.10 Additional Foreign Acquisition Regulations

PART 526—OTHER SOCIOECONOMIC PROGRAMS [RESERVED]

SUBCHAPTER E—GENERAL CONTRACTING REQUIREMENTS

PART 527—PATENTS, DATA, AND COPYRIGHTS

527.4 Rights in Data and Copyrights
PART 528—BONDS AND INSURANCE
528.1 Bonds and Other Financial Protections
528.2 Sureties and Other Security for Bonds
528.3 Insurance

PART 529—TAXES

529.1 General
529.3 State and Local Taxes
529.4 Contract Clauses
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PART 530—COST ACCOUNTING STANDARDS ADMINISTRATION

530.2 Subpart 530.2 CAS Program Requirements
PART 531—CONTRACT COST PRINCIPLES AND PROCEDURES
531.1 Applicability

PART 532—CONTRACT FINANCING

532.1 Non-Commercial Item Purchase Financing

532.4 Advance Payments for Non-Commercial Items
532.5 Progress Payments Based on Costs

532.6 Contract Debts

532.7 Contract Funding

532.8 Assignment of Claims

532.9 Prompt Payment

532.11 Electronic Funds Transfer

532.70 Authorizing Payment by Government Charge Card
532.71 [Reserved]

532.72 Payments Under Contracts Subject to Audit

PART 533—PROTESTS, DISPUTES, AND APPEALS

533.1 Protests
533.2 Disputes and Appeals

SUBCHAPTER F—SPECIAL CATEGORIES OF CONTRACTING

PART 534—MAJOR SYSTEM ACQUISITION
534.2 Earned Value Management Systems.

PART 535—RESEARCH AND DEVELOPMENT CONTRACTING [RESERVED]

PART 536—CONSTRUCTION AND ARCHITECT-ENGINEER CONTRACTS

536.1 General

536.2 Special Aspects of Contracting for Construction
536.5 Contract Clauses

536.6 Architect-Engineer Services

PART 537—SERVICE CONTRACTING

537.1 Service Contracts—General
537.2 Advisory and Assistance Services
537.6 Performance-based Acquisition

PART 538—FEDERAL SUPPLY SCHEDULE CONTRACTING

538.2 Establishing and Administering Federal Supply Schedules
538.70 Cooperative Purchasing
538.71 Recovery Purchasing

PART 539—ACQUISITION OF INFORMATION TECHNOLOGY
539.70 Additional Requirements for Purchases Not in Support of National Security Systems
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PART 540—[RESERVED]

PART 541—ACQUISITION OF UTILITY SERVICES

541.1 General

541.2 Acquiring Utility Services

541.4 Administration

541.5 Solicitation Provisions and Contract Clauses

SUBCHAPTER G—CONTRACT MANAGEMENT

PART 542—CONTRACT ADMINISTRATION AND AUDIT SERVICES

542.1 Contract Audit Services

542.2 Contract Administration Services

542.3 Contract Administration Office Functions
542.11 Production Surveillance and Reporting
542.12 Novation and Change-of-Name Agreements
542.15 Contractor Performance Information

542.70 Audit of Contractor’s Records

PART 543—CONTRACT MODIFICATIONS

543.1 General
543.2 Change Orders

PART 544—SUBCONTRACTING POLICIES AND PROCEDURES [RESERVED]
PART 545—GOVERNMENT PROPERTY [RESERVED]

PART 546—QUALITY ASSURANCE

546.3 Contract Clauses
546.7 Warranties

PART 547—|RESERVED]

PART 548—VALUE ENGINEERING

548.1 Policies and Procedures

PART 549—TERMINATION OF CONTRACTS

549.1 General Principles
549.4 Termination for Default
549.5 [Reserved]

PART 550—EXTRAORDINARY CONTRACTUAL ACTIONS

PART 551—USE OF GOVERNMENT SOURCES BY CONTRACTORS [RESERVED]

SUBCHAPTER H—CLAUSES AND FORMS

PART 552—SOLICITATION PROVISIONS AND CONTRACT CLAUSES

552.1 Instructions for Using Provisions and Clauses
552.2 Text of Provisions and Clauses
552.3 Provision and Clause Matrixes
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PART 553—FORMS

553.1 General
553.3 Illustrations of Forms

SUBCHAPTER I—SPECIAL CONTRACTING PROGRAMS

PART 570—ACQUIRING LEASEHOLD INTERESTS IN REAL PROPERTY

570.1 General

570.2 Simplified Lease Acquisition Procedures

570.3 Acquisition Procedures for Leasehold Interests in Real Property Over the Simplified Lease Acquisition
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570.4 Special Aspects of Contracting for Continued Space Requirements

570.5 Special Aspects of Contracting for Lease Alterations
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PART 501 —GENERAL SERVICES ADMINISTRATION
ACQUISITION REGULATION SYSTEM

Subpart 501.1—Purpose, Authority, Issuance

501.101
501.103
501.104
501.105
501.105-1
501.105-2
501.105-3
501.106

501.170
501.171

501.171-1
501.171-2

Purpose.

Authority.

Applicability.

Issuance.

Publication and code arrangement.
Arrangement of regulations.
Copies.

OMB Approval under the Paperwork
Reduction Act.

General Services Administration
Acquisition Management System.
Other GSA publications.

GSA orders and handbooks.
Acquisition letters.

Subpart 501.4—Deviations from the FAR and

501.402
501.403
501.404
501.404-70
501.404-71

GSAR
Policy.
Individual deviations.
Class deviations.
Contract action.

Deviations to the nonregulatory GSAM.

Contracting Authority, and Responsibilities

Subpart 501.6—Career Development,

501.601 General.

501.602 Contracting officers.

501.602-2 Responsibilities.

501.602-3 Ratification of unauthorized commitments.

501.603 Selection, appointment, and termination of
appointment for contracting officers.

501.603-1 General.

501.603-2 Selection.

501.603-3 Appointment.

501.603-4 Termination.

501.603-70 Fulfillment of required FAC-C training.

501.604 Contracting Officer's Representative (COR).

Subpart 501.7—Determinations and Findings

501.707

Signatory authority.
Appendix 501A—|[Reserved]
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501.106

PART 501—GENERAL SERVICES ADMINISTRATION
ACQUISITION REGULATION SYSTEM

Subpart 501.1—Purpose, Authority,
Issuance

501.101 Purpose.

(a) The General Services Acquisition Regulation (GSAR)
contains agency acquisition policies and practices, contract
clauses, solicitation provisions, and forms that control the
relationship between GSA and contractors and prospective
contractors.

(b) The GSAR addresses rules directly to you, the contract-
ing officer, unless otherwise indicated.

501.103 Authority.

GSA’s Senior Procurement Executive issues the GSAR
under the authority of the Federal Property and Administra-
tive Services Act of 1949, as amended.

501.104 Applicability.

(a) General. The GSAR applies to contracts for supplies or
services, including construction.

(b) Acquisition of leasehold interests in real property.
Part 570 establishes rules for the acquisition of leasehold
interests in real property. Other provisions of
48 CFR Chapter 5 (GSAR) do not apply to leases of real prop-
erty unless specifically cross-referenced in Part 570.

(c) Relationship to statute. Some GSAR rules implement
and interpret laws and other authorities affecting procure-
ment. A GSAR rule specifically directed by statute has the
force and effect of law.

(d) GSAR/FAR Relationship. The GSAR may deviate from
the Federal Acquisition Regulation (FAR) if authorized. If the
GSAR does not implement the FAR, the FAR alone governs.

501.105 Issuance.

501.105-1 Publication and code arrangement.

The GSAR is published in the following sources:

(a) Daily issue of the Federal Register.

(b) Annual Code of Federal Regulations (CFR), as
Chapter 5 of Title 48.

(c) GSA Acquisition Manual distributed within GSA.

(d) GSA Home Page at http.//www.gsa.gov. Click on either
“Government Agencies” or on “Business and Industry,” then
click on “Acquisition.”

501.105-2 Arrangement of regulations.

(a) The GSAR numbers and captions policies and proce-
dures to correspond to how they appear in the FAR, e.g., 1.104
in the FAR is 501.104 in the GSAR.

(b) GSAR rules not implementing the FAR have numbers
beginning with 70, e.g., part 570, subsection 515.209-70.

(c) The GSAR may have gaps in its numbering scheme
because a FAR rule may not require GSAR implementation.

501.105-3 Copies.

The GSAR in CFR form may be purchased from: Superin-
tendent of Documents, Government Printing Office, Wash-
ington, DC 20402.

501.106 OMB Approval under the Paperwork Reduction
Act.

OMB GSAR OMB
GSAR Reference Control No. |Reference Control No.
509.105-1(a) 3090-0007 552.219-75 3090-0286
511.204(b) 3090-0246 552.219-76 3090-0286
514.201-1 3090-0163 552.223-70 3090-0205
552.232-72 3090-0080
516.203-4(a)(1) 3090-0243 552.237-71 3090-0006
516.506 3090-0248 552.238-70 3090-0250
519.708(b) 3090-0252 552.238-72 3090-0262
519.70 3090-0286 552.238-74 3090-0121
3090-0250
522.406-6 1215-0149 552.238-81 3090-0302
523.370 3090-0205 552.239-71 3090-0294
532.111(c) 3090-0080 552.242-70 3090-0027
532.905-70 9000-0102 552.246-70 3090-0027
532.905-71 3090-0080 552.246-71 3090-0027
537.110(a) 3090-0197 GSA-72-A 3090-0121
537.110(b) 3090-0006 GSA-527 3090-0007
538.273(a)(1) 3090-0250 GSA-618D 1215-0149
538.273(a)(3) 3090-0262 GSA-1142 3090-0080
538.273(b)(1) 3090-0121 GSA-1364 3090-0086
542.1107 3090-0027 GSA-1678 3090-0027
546.302-70 3090-0027 GSA-2419 9000-0102
546.302-71 3090-0027 570.802(c) 3090-0086
552.211-77 3090-0246 570.802(d) 3090-0086
552.216-70 3090-0243
552.216-72 3090-0248
552.216-73 3090-0248
552.219-72 3090-0252

501-1
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501.170 General Services Administration Acquisition

Management System.

(a) Description. The General Services Administration
Acquisition Management System consists of the General Ser-
vices Administration Acquisition Regulation (GSAR) and
agency and Service non-regulatory acquisition guidance doc-
uments.

(b) Format. For users’ convenience, the General Services
Administration Acquisition Manual (GSAM) contains the
GSAR and nonregulatory agency acquisition guidance. The
GSAM adheres to GSAR numbering and drafting conven-
tions. GSAR material is shaded. Non-shaded material is
non-regulatory. The shading distinguishes regulatory material
from material that applies internally to GSA.

(c) Agency policy. Although GSAM requirements are not
all regulatory, occasionally the requirements are mandatory
for GSA personnel. The mandatory requirements reflect
agency policy which must be followed to ensure uniformity or
for other reasons.

(d) Applicability. The GSAM applies to contracts for sup-
plies or services, including construction.

(e) Acquisition of leasehold interests in real property.
Part 570 establishes requirements for the acquisition of lease-
hold interests in real property. Other provisions of the GSAM
do not apply to leases of real property unless specifically
cross-referenced in Part 570.

(f) Availability. The GSAM is available on the GSA Home
Page at http://www.gsa.gov. Click on either “Government
Agencies” or on “Business and Industry,” then click on
“Acquisition.” You may also link to the GSAM on Insite at
http://insite.gsa.private. Click on “Business Hot Links,” then
on “Acquisition.”

501.171 Other GSA publications.

501.171-1 GSA orders and handbooks.

(a) Heads of contracting activities (HCA’s) may issue
internal agency guidance, as described in FAR 1.301(a)(2), in
the form of a GSA order or handbook.

(b) GSA orders and handbooks must not unnecessarily
repeat, paraphrase, or otherwise restate the FAR, GSAR, or
GSAM.

(c) The handbook, Writing GSA Internal Directives
(OAD P 1832.3B), prescribes policies and procedures for
issuing GSA orders and handbooks.

501.171-2 Acquisition letters.

(a) Acquisition letters provide interim policies and proce-
dures pending incorporation in GSA orders or handbooks.

(b) Acquisition letters expire one year after issuance,
unless the letter indicates an earlier expiration date.

(c) The Senior Procurement Executive and HCAs, or des-
ignees, may issue acquisition letters.

501-2 (Change 60)

(d) The issuing official must coordinate each acquisition
letter with appropriate offices including Acquisition Policy,
Counsel, and the Inspector General. Any proposed policy or
procedure that affects the operation of the small business pro-
gram, must be coordinated with the Office of Small Business
Utilization (E).

(e) The issuing activity must identify each acquisition let-
ter with an assigned number. The number should begin with
the issuing office correspondence symbol, followed by the
last two digits of the calendar year when issued, then num-
bered consecutively beginning with 1. For example, FC-97-5
would be the fifth acquisition letter issued by FSS in fiscal
year 1997).

(f) The body of an acquisition letter should contain the fol-
lowing paragraphs, as appropriate:

(1) Purpose.

(2) Background.

(3) Effective date.

(4) Termination date.

(5) Cancellation.

(6) Applicability (offices to which the acquisition letter
applies)

(7) Reference to regulations (FAR or GSAR), hand-
books, or orders.

(8) Instructions/procedures.

(g) The issuing office is responsible for distributing its
acquisition letters to affected contracting activities and the
Office of Acquisition Policy. In addition copies should be dis-
tributed to:

(1) For acquisition letters issued by the Office of Acqui-
sition Policy or a Central Office Service:
(i) Associate General Counsel.
(il) The Administrative Policy and Information
Management Division (CAI).
(2) For acquisition letters issued by a Region:

(i) Regional Counsel.
(i1) The regional clearance office as defined in the
handbook, Writing GSA Internal Directives

(OAD P 1832.3B).
(iii) Central office contracting activities, if appropri-
ate.

(h) If an acquisition letter is distributed only electronically,
then the issuing office may issue a notice to affected contract-
ing activities, the Office of Acquisition Policy, and Associate
General Counsel or Region Counsel in lieu of distributing
paper copies. The notice must identify the subject, number,
and location of the letter.

(i) Each issuing office must report on acquisition letters
issued and canceled on a quarterly basis to the Office of
Acquisition Policy. The Office of Acquisition Policy will
issue a consolidated index of all acquisition letters issued or
cancelled.
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501.601

Subpart 501.4—Deviations from the FAR
and GSAR

501.402 Policy.

Uniformity is a goal of GSA’s Acquisition Regulation Sys-
tem. Despite this desire for uniformity, a contracting activity
may take any of the following actions:

(a) Develop and test new procedures and techniques.

(b) Adopt alternate procedures in the public interest for
unique programmatic or managerial requirements.

(c) Deviate from a regulatory provision implementing a
statutory requirement provided the deviation does not violate
the underlying statute. Deviations must not be used to defeat
the FAR and GSAR approval requirements.

501.403 Individual deviations.
(a) An individual deviation affects only one contract
action.

(1) The Head of the Contracting Activity (HCA) must
approve an individual deviation to the FAR. The authority to
grant an individual deviation may not be re-delegated. A copy
of the deviation must be provided to GSA’s Senior Procure-
ment Executive (SPE).

(2) An individual deviation to the GSAR must be
approved by the HCA. The authority to grant an individual
deviation may be re-delegated to the Contracting Director.

(b) If GSA delegates authority to another agency and
requires compliance with the GSAR as a condition of the del-
egation, the Contracting Director in the agency receiving the
delegation may approve individual deviations from the GSAR
unless the agency head receiving the delegation designates
another official.

(c) Send a copy of each deviation to GSA’s SPE (V).

501.404 Class deviations.

(a) A class deviation affects more than one contract action.
A deviation for any solicitation that will result in multiple
awards or any solicitation under the multiple award Federal
Supply Schedule program is considered to be a class devia-
tion. Each award under such a solicitation is considered an
individual contract action.

(1) A class deviation to the FAR must be forwarded by
the cognizant HCA to GSA's SPE for approval. Prior to
approving a class deviation to the FAR, the SPE will consult
with the Chairman of the Civilian Agency Acquisition Coun-
cil (CAAC) in accordance with FAR 1.404(a)(1).

(2) A class deviation to the GSAR must be forwarded
by the cognizant HCA to GSA’s SPE for approval.

(3) When an HCA knows that a proposed class devia-
tion will be required on a permanent basis, the HCA should
propose or recommend an appropriate FAR and/or GSAR
revision.

(b) If GSA delegates authority to another agency and
requires compliance with the GSAR as a condition of the del-
egation, the HCA in the agency receiving the delegation may
approve class deviations from the GSAR unless the agency
head receiving the delegation designates another official.

(c) Send a copy of each deviation to GSA’s SPE (V).

(d) A request for class deviations must be supported by
statements that fully describe the need for and the nature of the
deviation.

(e) Class deviations from the GSAR:

(1) Expire in 12 months if not extended.

(2) May be rescinded earlier by GSA’s SPE or by offi-
cials designated under paragraph (a) of this section without
prejudice to any action taken previously.

501.404-70 Contract action.

Contract action. A contract action, for the purpose of
determining whether an individual or class deviation is appro-
priate, has the same meaning as that used for reporting con-
tract actions to Federal Procurement Data System—Next
Generation (FPDS-NG). A contract action includes, but is not
limited to, any of the following:

(a) Initial letter contract.

(b) Definitive contract superseding letter contract.

(c) New definitive contract.

(d) Purchase order/BPA calls using simplified acquisition
procedures.

(e) Orders under single award indefinite delivery con-
tracts.

() Orders under BOA.

(g) Order/modification under Federal schedule contract.

(h) Modification.

(1) Termination for Default.

(j) Termination for Convenience.

(k) Order under multiple award contract.

(1) Initial load of Federal schedule contract.

501.404-71 Deviations to the nonregulatory GSAM.

Handle individual and class deviations to the nonregula-
tory (unshaded) part of the GSAM as stated in 501.403 and
501.404.

Subpart 501.6—Career Development,
Contracting Authority, and Responsibilities

501.601 General.
(a) Definitions.

“Acquisition Career Manager (ACM)” means the GSA
Agency official located in the Office of Acquisition Policy,
responsible for issuing and establishing GSA acquisition
workforce certification policy, implementation procedures,
internal controls and conducting periodic reviews. The ACM
represents GSA on the Interagency Acquisition Career Man-
agement Committee to ensure that workforce development
policies and opportunities meet the needs of the acquisition
workforce.

(Change 62) 501-3
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“Bureau Certification Manager (BCM)”, means the
GSA agency official, appointed by the respective HCA, who
serves as a liaison between the contracting activity and the
ACM, and ensures consistency in the federal certification and
GSA warrant programs. The BCM provides guidance to the
acquisition workforce on application preparation for the fed-
eral certification programs and contracting officer warrants.
The BCM reviews and makes a recommendation on any Fed-
eral Acquisition Certification package submitted electroni-
cally in the Federal Acquisition Institute Training Application
System (FAITAS) or warrant packages prior to submission to
the Contracting Officer Warrant Board. This includes those
applicants seeking to be certified under fulfillment or equiv-
alencies.

“Contracting Officer Warrant Board (COWB)” means a
group of senior-level acquisition employees within a contract-
ing activity who receive, evaluate, and process requests for
selection and nomination of contracting officers at the basic,
simplified acquisition, intermediate, and senior levels.

“Contracting Officer Warrant Program (COWP)”
establishes the criteria for the appointmentand  termination
of GSA contracting officers. This ensures that GSA follows a
standardized process for qualifying and appointing individu-
als as contracting officers based on the organization's needs
for contracting authority.

(b) Heads of Contracting Activities (HCAs) as defined in
GSAM 502.101 are contracting officers by virtue of their
position. Other contracting officers are appointed under
FAR 1.603 and GSA’s contracting officer warrant program
(See 501.603). The Administrator of GSA delegated Head of
Contracting Activity (HCA) authority to the Senior Procure-
ment Executive (SPE). The SPE is authorized to re-delegate
the HCA authority and contracting authority to the Commis-
sioners and Deputy Commissioners of the Federal Acquisi-
tion Service (FAS) and the Public Buildings Service (PBS),
and to the Chief Administrative Services Officer (CASO).
These officials serve within the limits of their delegated
authority.

(1) The SPE must be consulted prior to any re-dele-
gation of HCA authority.

(i) Any delegation of HCA authority must be in
writing with a copy forwarded to the SPE.

(¢) FAITAS. The Clinger-Cohen Act (Public Law 104-106
§4307) mandated federal agencies to have a database contain-
ing education, experience, training and other data about their
acquisition workforce. FAITAS is the official system of
record for the federal civilian agency acquisition workforce
(www.fai.gov) and is maintained by the Federal Acquisition
Institute (FAI).

(1) The following members of GSA’s acquisition work-
force and their supervisors must be registered in FAITAS:

(i) All positions in the GS-1102 contracting series.

(ii) All contracting officers, regardless of series,
with the authority to obligate funds.

(iii) Program and project managers.
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(iv) Contracting Officer’s Representatives (CORs).

(v) Any acquisition-related position identified by
the Chief Acquisition Officer (CAO), the Senior Procurement
Executive (SPE), the HCA, or equivalent.

(2) Individuals are responsible for maintaining records
supporting certification or satisfaction of warrant require-
ments for quality assurance purposes

(3) Supervisors must ensure acquisition workforce
members are registered in FAITAS and verify the accuracy of
data entered.

(d) Federal Acquisition Certification (FAC) program.
The FAC program is a government-wide, competency-based
certification program for the acquisition workforce. The FAC
program applies to contract specialists, program and project
managers, and contracting officers’ representatives. The
Office of Federal Procurement Policy established the training,
education and experience requirements for the FAC program
across all civilian agencies to align with the Department of
Defense Acquisition Workforce Improvement Act (DAWIA).
The competencies, training, education and experience
requirements may be found at www.fai.gov.

(e) Maintaining FAC and contracting officer warrants.
All FAC-certified members of the GSA acquisition workforce
and those appointed as contracting officers are required to
earn Continuous Learning Points (CLPs) every two years
from the date of issuance of the certification and/or warrant.
The requirements for CLP achievement can be found under
the Career Management tab of GSA’s Acquisition Portal
(https://insite.gsa.gov/portal/category/534186). All CLPs
must be in support of the competencies associated with the
certification.

(1) Failure to complete the required CLPs and obtain an
approved Continuous Learning Achievement Request prior to
the ending date of the continuous learning period will result
in the expiration of the FAC certification.

(1) Expired certifications may be reinstated when
evidence of accumulation of sufficient CLPs demonstrated.

(i1) Expired certifications may result in the suspen-
sion or termination of COR delegations and Program/Project
Manager assignments.

(2) Failure to complete the required CLPS and obtain
an approved Continuous Learning Achievement Request
prior to the ending date of the continuous learning period for
a contracting officer warrant will result in the suspension or
termination of the warrant.

501.602 Contracting officers.

501.602-2 Responsibilities.

(a) Fund sufficiency. A requisition or purchase request
signed by an authorized individual is evidence that sufficient
money for the purchase is available in the fund cited.

(b) GSA revolving funds. A requisition for indefinite deliv-
ery, indefinite quantity contracts requiring a guaranteed min-
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imum quantity must specify enough funds to pay for the
guaranteed minimum.

(c) GSA funds, other than revolving funds.

(1) The requisitioning activity must certify that addi-
tional funds are available before contract or purchase order
award if the purchase exceeds the dollar amount on the requi-
sition by 10 percent or $50, whichever is greater.

(2) If a requisition is not used, e.g., lease of real prop-
erty, the contracting officer must ensure funds are available
before awarding the contract.

(d) Other Federal agencies’ funds. A GSA buying activity
must not exceed a fund limitation on a customer agency’s pur-
chase request unless authorized by supply support agree-
ments. If a purchase request indicates insufficient funds to
cover all costs, the customer agency must provide additional
funds. Regardless of which Central Office or Regional buying
activity will make the acquisition, the office initially receiv-
ing the requirement requests the additional funds.

501.602-3 Ratification of unauthorized commitments.

(a) Authority to ratify. Under FAR 1.602-3, the contracting
officer may ratify unauthorized contractual commitments if
the HCA approves the ratification action. An HCA may not
redelegate approval authority.

(b) Criminal investigation. Generally, the Government is
not bound by commitments made by persons with no con-
tracting authority. Unauthorized commitments may violate
laws or regulations. They constitute serious employee mis-
conduct and may warrant disciplinary action. If unauthorized
commitments involve any type of misconduct that might be
punishable as a criminal offense, either the contracting officer
or the employee’s supervisor must report the matter immedi-
ately to the Office of the Inspector General with a request for
a complete investigation.

(¢) Documentation required for ratification. The individ-
ual who made the unauthorized commitment gives the con-
tracting director all records and documents about the
commitment and a complete written statement of facts,
including all the following:

(1) Why normal acquisition procedures were not fol-
lowed.

(2) Why the contractor was selected.

(3) Other sources considered.

(4) Description of work or products.

(5) Estimated or agreed-upon contract price.

(6) Appropriation citation.

(7) Status of contract performance.

(d) Documentation waivers. Under exceptional circum-
stances, a contracting director may waive the requirement that
the individual who made the unauthorized commitment must
initiate and document the request for ratification. In such a
case, the individual who does initiate the request for ratifica-
tion must provide a written determination stating that an

unauthorized commitment was made and identifying the indi-
vidual who made it. For example, an exceptional circum-
stance may occur when the person who made the
unauthorized commitment is no longer available to attest to
the circumstances.

(e) Processing a ratification. (1) The contracting officer
must process the request for ratification. Prepare a summary
statement of facts addressing the limitations in
FAR 1.602-3(c) and recommend whether or not the procure-
ment should be ratified. Include a recommendation for other
disposition if you advise against ratification.

(2) Submit to the HCA all the following:

(i) Request for ratification,.

(i1) The contracting officer’s statement of facts and
recommendation(s).

(iii) Concurrence of assigned legal counsel (except
when the contracting officer recommends payment based on
quantum merit or quantum valebant).

(iv) If applicable, recommendation for payment on a
quantum merit or quantum valebant basis (see 501.602-3(f)).

(v) Recommendation for corrective action to pre-
vent recurrence.

(f) Payment based on quantum merit or quantum valebant.

(1) If ratification is not permissible due to legal impro-
prieties, the contracting officer may recommend that payment
be made under either:

(i) Services rendered on a quantum merit basis (the
reasonable value of work or labor).

(i1) Goods furnished on a quantum valebant basis
(the reasonable value of goods sold and delivered).

(2) To base payment on either of these conditions, there
must be a showing that the Government has received a benefit
(See FAR 1.602-3(d)).

(3) The contracting officer must obtain the approval of
assigned counsel before making any payment on a quantum
merit or quantum valebant basis.

(g) HCA action. The HCA either:

(1) Approves the ratification request in writing and
sends the approval to the contracting officer for issuance of
the necessary contractual documents.

(2) Forwards a recommendation for payment on a
quantum merit or quantum valebant basis to assigned counsel
for approval.

(3) Returns an unjustified request or recommendation
with a written explanation why the request or recommenda-
tion is denied.

(h) Files. The HCA maintains a separate file containing a
copy of each request to ratify an unauthorized contractual
commitment and the response. The HCA must make this file
available for review by the Senior Procurement Executive and
the Inspector General.
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501.603 Selection, appointment, and termination of
appointment for contracting officers.

501.603-1 General.

(a) Definitions.

“Contracting experience” means personal and substan-
tial involvement in purchasing, renting, leasing, or otherwise
obtaining goods or services from federal and nonfederal
sources and includes any of the following functions: prepar-
ing and issuing purchase orders, including issuing requests
for quotations or solicitations, evaluating bids or proposals,
selecting sources, price/cost analysis, participating in price
negotiations, and contract award and administration.

(b) Federal Acquisition Certification in Contracting
(FAC-C). All employees in the GS-1102 series must be certi-
fied (FAC-C) at the appropriate level (Level I, II or III) in
order to be considered for a contracting officer warrant.
Effective October 1, 2014, contracting officers, regardless of
their series, and other contracting professionals in the
GS-1102 series must be certified at an appropriate level as of
October 1,2014. Any contracting professional issued a senior
level warrant after October 1, 2014, must be Level III certi-
fied. (Refer to the Acquisition Workforce Community of
Practice accessible through GSA’s Acquisition Portal (Attps:/
/insite.gsa.gov/portal/category/534186).)

(1) FAC-C Application Process:

(i) Applicants are responsible for preparing and sub-
mitting their FAC-C certification request in FAITAS for
supervisor approval. The electronic application must include
all supporting documentation such as transcripts, training cer-
tificates, resume, and any other supporting documents (Refer
to the Acquisition Workforce Community of Practice acces-
sible through GSA's Acquisition Portal (https.//
insite.gsa.gov/portal/category/534186).)

(i1) The supervisor is responsible for verifying the
accuracy and completeness of the application in FAITAS.
After supervisory review, the certification request is routed
electronically to the BCM in FAITAS. If the BCM recom-
mends approval, the application is forwarded to the ACM,
unless delegated, for final approval.

(iii) After the ACM or designee approves, the
FAC-C certificate is generated through FAITAS.

(2) FAC-C Certifications from other agencies.

(1) Department of Defense (DoD). GSA will recog-
nize Defense Acquisition Workforce Improvement Act
(DAWIA) certification issued by DOD activities as long as
there is demonstrated proof that the CLP requirement was
completed and maintained. Personnel with current DAWIA
certifications must submit a request for FAC-C in FAITAS.

(ii) Other civilian agencies. GSA will recognize
FAC-C certification issued by another civilian agency, as long
as the FAC-C is current in the FAITAS certification history
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and there is demonstrated proof that the CLP requirement was
maintained.

(3) FAC-C Waivers. The SPE may waive the require-
ment for obtaining FAC-C certifications prior to appointment
as a contracting officer. Waivers will only be considered in
compelling and well documented circumstances. This author-
ity is non-delegable. FAC-C waivers are not transferable to
other agencies.

(c) Contracting Officer Warrant Program (COWP). GSA’s
COWP is administered by the Office of Acquisition Policy.

(1) Factors in determination of need for warranted
contracting officers. The COWP ensures that a GSA organi-
zation has qualified individuals as contracting officers who
meet the organization's needs for contracting authority. Fac-
tors considered in determining the number of contracting offi-
cers appropriate for a given organization include volume of
actions, work complexity, and organizational structure.

(2) Training, education and experience. The COWP
ensures warrant applicants meet all federal and agency
requirements for training, education and experience.

(3) Responsibilities.

(1) GSA’s SPE:

(A) Establishes the policies, procedures, and
requirements that govern COWP.

(B) Approves/disapproves in writing, any devia-
tions, waivers or exemptions from any of the COWP require-
ments.

(i1) HCAs:

(A) Establish and budget for training plans for
contracting officers.

(B) Monitor contracting officers’ performance.

(C) Establish controls to ensure compliance with
laws, regulations, procedures, and good management practice
with respect to warrant use by Contracting Officers.

(D) Determine the number of contracting officer
warrants necessary for a particular work unit and the grade
levels at which the warrant authority will be granted.

(E) Appoint a BCM to oversee the FAC and war-
rant programs.

(F) Appoint the contracting activity’s Contract-
ing Officer Warrant Board (COWB) to process requests for
contracting officer warrants.

(G) Establish written procedures for the COWB
to ensure the requirements of Federal Acquisition Regulation
(FAR)1.603 and this section 501.603 are met when appoint-
ing contracting officers.

(H) Select and nominate through the COWB
qualified candidates for appointment as contracting officers.

(I) Appoint contracting officers. The HCA may
further limit warrant authorities at each warrant level.

(iii)) ACM:
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(A) Ensures consistent implementation of the
COWP across GSA.

(B) Establishes minimum criteria for the con-
tracting activity's COWB to use in the selection, appointment,
and termination of appointment of GSA contracting officers.

(4) Applicability. COWP applies to all contracting offi-
cers except those appointed under the Inspector General Act
(Pub. L. 95-452). Contracting authority is not required to:

(1) Sign training authorizations for public course
offerings.

(i) Sign travel documents.

(iii) Order printing and duplicating services from
Government sources.

(iv) Order supplies from GSA stock through GSA
Advantage! or other electronic means.

(v) Sign Government Bills of Lading.

(vi) Sign system-generated orders for motor vehi-
cles or for requisitions under the Federal Acquisition Service
Special Order Program.

(vii) Authorize interagency transfers of funds.

(viii) Use the Government telephone systems for
commercial long distance and local service and/or approving
payments for such services.

(ix) Use the Federal Acquisition Service (FAS)
nationwide contract for express small package transportation
services and/or approving payments for such services.

(x) Certify receipt and acceptance of goods or ser-
vices.  (This does not apply to certified invoices under
513.370.)

(xi) Submit a Standard Form 145, Telephone Service
Request (TSR), to the FAS.

(5) Warrant levels.

(i) COWP warrant levels are based on the dollar
value of individual transactions.

(i1) Individual transactions include the following:

(A) The dollar value of a contract award, includ-
ing the dollar value of option periods.

(B) The dollar value of a modification award,
and not the aggregate contract dollar value.

(C) The dollar value of a blanket purchase agree-
ment award including the dollar value of option periods.

(D) The dollar value of a blanket purchase agree-
ment modification award, and not the aggregate blanket pur-
chase agreement dollar value.

(E) The dollar value of an order award against an
indefinite delivery, indefinite quantity contract (e.g. Federal
Supply Schedules, Governmentwide Acquisition Contracts,
Multi-agency Contacts, agency- specific indefinite delivery,
indefinite quantity contracts) including the dollar value of
option periods, and not the aggregate contact dollar value.

(F) The dollar value of a modification award to an
order against an indefinite delivery, indefinite quantity con-
tract, and not the aggregate order dollar value.

(G) The dollar value of a purchase order.
(H) The dollar value of a modification to a pur-
chase order and not the aggregate purchase order dollar value.
(iii) If an individual transaction includes both addi-
tions and deductions, the aggregate, absolute value of the
changes determines the warrant level required for award (e.g.,
the value of an individual action that adds $35,000 of work
and deducts $80,000 is $115,000).
(iv) HCAs may further limit warrant authorities and
dollar values..

Net Average Annual

Warrant Level Threshold Rent for Leases
Basic Up to $25,000 Up to $25,000
Simplified Up to the Simplified |Up to the Simplified
Acquisition Acquisition Lease Acquisition

Threshold Threshold
Intermediate Up to and including |Up to and including

$10,000,000 $10,000,000
Senior Above $10,000,000 [Above $10,000,000

Note: GSA use of the Government purchase card for

micro-purchases shall follow the instructions under GSA
Order 4200.1A CFO.

(d) Change order authority. Contracting officers may
authorize COR change order authority in accordance with the
limitations in GSAM 543.202, Authority to issue change
orders.

(e) If the HCA determines that the considerations listed
under GSAM 542.302(c) warrant the establishment of a con-
tract administration office, a contracting officer with an
unlimited warrant may authorize contract administrative
functions in accordance with GSAM 542.302(d).

501.603-2 Selection.
(a) Contracting Officer Warrant Board (COWB).

(1) The COWB ensures that all of the applicable criteria
have been met prior to granting any GSA contracting officer
warrant.

(2) Composition of the COWB. The HCA appoints the
Board members and the Chair.

(i) COWB Chair. The COWB Chair evaluates the
contracting officer candidate's credentials prior to submission
to the COWB.

(i1) Senior leadership representing each type of war-
rant issued by the contracting activity.

(iii) Other specialized representation, such as legal
counsel assistance (as requested).

(iv) Any other designee with knowledge and experi-
ence in the warrant procedures.

(b) Nominations for appointment are submitted by the can-
didate's supervisor of record, in package form which must
include the following:
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(1) Completed and signed GSA Form 3410, Request for
Appointment. The GSA Form 3410 must discuss the con-
tracting activity’s specific need for the warrant. Justify the
need in block 1 of the GSA Form 3410.

(2) Completed and signed GSA Form 3409, Personal
Qualifications Statement for Appointment as a Contracting
Officer, or a resume detailing the candidate's experience, edu-
cation, and training relevant to the position.

(3) Verification of candidate's training.

(4) Copies of candidate's training certificates, unoffi-
cial college transcripts and previous warrants (if previously
warranted).

(5) A current warrant certificate from another HCA in
GSA may be submitted instead of the items listed in para-
graphs (b)(2) through (b)(4) of this section.

(¢) Evaluation of candidates for contracting officer war-
rants. The COWB is responsible for evaluating a candidate's
experience, training and education requirements prior to issu-
ance of a Basic, Simplified Acquisition, Intermediate and
Senior level warrant. Note: designated approving officials
shall follow the instructions under GSA Order 4200.1A CFO
in granting micro-purchase authority.

(1) Experience requirements. The COWB must con-
sider the candidate's relevant experience in determining the
candidate's capability to assume contracting officer responsi-
bilities at the desired level.

Warrant Level Experience Required

Basic At least 1 year of current (within last 3
years) contracting experience with

progressively broader assignments

Simplified Acquisition | At least 2 years of current (within the last 5
years) contracting experience with
progressively broader assignments

Intermediate At least 3 years of current (within the last 7
years) contracting experience with
progressively broader assignments*

Senior At least 4 years of current (within the last

10 years) contracting experience with
progressively broader assignments*

*The COWB will consider the quality of past contracts and
leases and the results of any independent review conducted
by the contracting activity to verify the nominee's contract-
ing experience as defined in 501.603-1(a) at the interme-
diate and senior level.

(2) Training requirements.

(1) Any contracting professional issued an unlimited
warrant after October 1, 2014 must be Level III certified.

(i1) Contracting officer candidates must complete
the minimum training requirements. GSA has adopted the
FAC-C curriculum established by the Federal Acquisition
Institute (FAI).

(iii) Refer to the Acquisition Workforce Community
of Practice accessible through GSA's Acquisition Portal
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(https://insite.gsa.gov/portal/category/534186) for the mini-
mum training requirements for warrants.

(iv) In addition to the warrant requirements, individ-
uals may be required to complete additional training to
strengthen the acquisition workforce.

(v) Contracting officers with multiple warrant
authorities (e.g., with authority to dispose of and to acquire
goods and services) must complete the mandatory training
required for all warrant authorities at the applicable warrant
level(s).

(3) Educational requirements.

(i) Applicants at pay grades 5 through 12. Appli-
cants for permanent warrants above the simplified acquisition
level, who are at grades 5 through 12, must have completed a
four year course of study leading to a bachelor’s degree or 24
semester hours in one of the designated fields as shown in
paragraph (c)(3)(iii) of this section.

(i1) Applicants at grades 13 and above. Applicants
for permanent warrants above the simplified acquisition level,
who are at grade 13 or above, must have completed a
four year course of study leading to a bachelor’s degree that
included or was supplemented by at least 24 semester hours
in any combination of the designated fields as shown in para-
graph (c)(3)(iii) of this section. The SPE may waive these
requirements. The applicant must demonstrate significant
analytical and decision-making capabilities, an acceptable job
performance record, and qualifying experience.

(iii) The designated educational fields are:

(A) Accounting.

(B) Business.

(C) Finance.

(D) Law.

(E) Contracts

(F) Purchasing

(G) Economics.

(H) Industrial management.
(I) Marketing.

(J) Quantitative methods.
(K) Organization and management.

(iv) Employees who were warranted prior to January
1, 2000, are considered to have met the educational standard
for their existing warrant; however, warrant increases or new
warrant applications are subject to applicable warrant require-
ments.

(v) To retain warrants, Contracting Officers must
meet the 80 hour CLP requirement, every two years, as out-
lined in the FAC-C curriculum.

501.603-3 Appointment.
(a) Certificate of Appointment.
(1) The HCA appoints contracting officers at the Basic,
Simplified Acquisition, Intermediate, or Senior level using
Standard Form 1402, Certificate of Appointment.
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(2) The HCA signs the original Certificate of Appoint-
ment before it is issued to the appointed contracting officer.

(3) Suggested language for the Certificate of Appoint-
ment may be found on the Acquisition Workforce Commu-
nity of Practice accessible through GSA's Acquisition Portal
(https.//insite.gsa.gov/portal/category/534186).

(b) Bypes of appointments. Candidates are nominated for
either an interim or permanent appointment.

(1) Interim appointments. Interim appointments are for
a specified period of time. Personnel who hold interim sim-
plified acquisition warrants must complete all training
required for a permanent warrant within 1 year of the interim
appointment. Personnel who hold interim warrants above the
simplified acquisition level must complete all training and
formal education required for a permanent warrant within
3 years of the interim appointment.

(2) Permanent appointments. A permanent appoint-
ment may be made when a candidate who meets all require-
ments for experience, education, and training at the time the
appointment is made.

(¢) Transferability of Warrants. Warrants may not transfer
across contracting activities. Contracting officers that trans-
fer to a new contracting activity must re-apply for a warrant
in FAITAS.

(d) Authority to make purchases for domestic and national
security emergencies.

(1) A contracting officer, you may enter into contracts
on behalf of a GSA organization different from the organiza-
tion specified in their Certificate of Appointment in response
to a contingency operation, defense or recovery from certain
attacks, major disaster declarations as defined in FAR part 18
and other domestic or national security emergencies.

(2) The Office of the Chief Acquisition Officer
(OCAQO) or HCA may grant higher contracting authority
during emergencies for Basic, Simplified and Intermediate
warrants (See Office of Federal Procurement Policy Memo-
randum, Emergency Acquisition Guide, dated January 14,
2011 http://’www.whitehouse.gov/sites/default/files/omb/
assets/procurement guides/
emergency acquisitions guide.pdf.

(3) The OCAO or HCA may appoint contracting offi-
cers with authority limited to entering into contracts required
to respond to domestic or national security emergencies. This
will provide GSA a cadre of emergency contracting officers
who can instantly respond to emergencies if necessary. For
warrants issued as a direct result of an emergency, the OCAO
or HCA must have reasonable assurance that the employee is
eligible to be warranted if the nature of the emergency pre-
cludes submission of otherwise necessary required documen-
tation for the warrant (see 501.603-3(b)).

(e) Record Maintenance and Disposal.

(1) HCAs are required to keep and maintain compre-
hensive files containing relevant information on all appointed
contracting officers until such time as all warrant data is fully
maintained in FAITAS as determined by the ACM.

(2) HCAs are required to submit reports to the ACM
with consistent and up to date information on the contracting
officer warrants issued and terminated until such time as all
warrant data is fully maintained in FAITAS as determined by
the ACM.

(3) Acquisition professionals are responsible for main-
taining a copy of their acquisition training history and source
documents used for certification requests.

(4) In accordance with GSA Order OAS P 1820.1, GSA
Records Management Program, dispose of expired contract-
ing officer files and warrants by placing the contracting offi-
cer records in an inactive file following reassignment,
termination of employment or revocation of designation. The
inactive file cutoff date is the end of the fiscal year. The files
are to be destroyed two years after the cutoff.

501.603-4 Termination.

(a) The SPE has the authority to suspend or terminate any
GSA contracting officer appointment in any organizational
component of the agency. SPE suspensions or terminations of
warrants may not be overridden by any other GSA appointing
official.

(b) At any time, an HCA may terminate an appointment,
change a permanent warrant to an interim warrant, reduce the
warrant level, or refuse to accept a warrant from another con-
tracting activity.

(c¢) The supervisor of record must notify the BCM within
the organization when a contracting officer does any of the
following:

(1) Resigns.

(2) Transfers to another agency.

(3) Is reassigned to another office within GSA.

(4) Is terminated, or otherwise disciplined, for malfea-
sance or incompetence.

(5) Does not need the appointment.

(6) Fails to comply with experience, education or train-
ing requirements.

(d) Managers within the supervisory chain-of-command
may at any time, suspend a contracting officer's appointment
for any of the following:

(1) There is reason to believe that the contracting offi-
cer failed to exercise sound business judgment.

(2) There is reason to believe that the contracting offi-
cer engaged in other improprieties in carrying out contracting
officer responsibilities.

(3) Failure of the contracting officer to comply with
continuous learning requirements.
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501.603-70 Fulfillment of required FAC-C training.
Information on fulfillment and equivalencies for required
FAC-C training can be found at https.//insite.gsa.gov/portal/

category/534186.

501.604 Contracting Officer's Representative (COR).

The FAC-COR's role is to develop proper requirements
and ensure during contract administration the contractors
meet the commitments of their contracts, including the time-
liness and delivery of quality goods and services as required
by the contract. Information on the FAC-COR certification
requirements can be found at http://fai.gov/drupal/
certification/fac-cor.

(a) Applicability. Any GSA employee assigned to perform
COR duties, regardless of series, must obtain FAC-COR cer-
tification, except as provided in paragraphs (b) and (c) of this
section. CORs must be certified at the appropriate level no
later than six months from the date of their appointment.

(b) FAC-COR waivers. The SPE may waive the require-
ment for obtaining the FAC-COR certifications prior to
appointment as a COR. Waivers will only be considered in
compelling and well documented circumstances. This author-
ity is non-delegable. FAC-COR waivers are not transferable
to other agencies.

(¢) Reciprocity of certifications. As described in OMB
memorandum, "Revisions to the Federal Acquisition Certifi-
cation for Contracting Officers' Representatives," of Septem-
ber 6, 2011, (http.//www.fai.gov), individuals certified as
Federal Acquisition Certification in Contracting (FAC-C)
Levels I or IT or Federal Acquisition Certification for Program
and Project Managers (FAC-P/PM) Mid-Level/Journeyman
are considered to have met the FAC-COR requirements for
Level II. Individuals certified as FAC-C Level III or FAC-P/
PM Senior/Expert are considered to have met the FAC-COR
requirements for Level III. These individuals must submit
their FAC certificates and continuous learning documents to
their BCMs for FAC-COR certification in accordance with
the procedures shown in the Acquisition Workforce Commu-
nity of Practice accessible through GSA's Acquisition Portal
(https.//insite.gsa.gov/portal/category/534186).

(d) HCAs or their designees, typically BCMs, must do all
of the following:

(1) Manage and monitor their FAC-COR programs.

(2) Coordinate with the agency ACM to grant certifica-
tions.

(3) Evaluate candidate proficiencies and determine
course equivalencies for certification, in accordance with
FAI's required COR competencies.

(4) Resolve any certification-related disputes.

(e) FAC-COR application process. Applicants are respon-
sible for preparing an application package for submission
electronically through FAITAS (www.fai.gov) to his or her
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supervisor. The application package must include the applica-
tion form and copies of relevant training certificates. The
supervisor is responsible for verifying the accuracy and com-
pleteness of the application package in FAITAS. After super-
visory review, the certification request is routed electronically
to the BCM. If the BCM recommends approval, the applica-
tion is routed to the ACM for final approval. After the ACM
approves, the FAC-COR certificate is generated through
FAITAS.

(f) Contracting officer s responsibilities.

(1) In appointing CORs under GSAM 542.2, the con-
tracting officer must take into consideration the appropriate
FAC-COR Level needed to protect the government's interest.
The contracting officer must consider the risk associated with
the acquisition, including contract type, in order to determine
the appropriate level of FAC-COR coverage.

(2) Contracting officers must provide appointment let-
ters in writing to the contractor, outlining the COR's respon-
sibilities under the contract and the limits of the COR's
authority to the contractor. The contracting officer must also
provide a copy to the COR and the COR supervisor, and main-
tain a copy in the official contract file, or a central file refer-
enced in the contract file.

(3) The contracting officer is authorized to revoke a
COR appointment. Any revoked COR appointment must be
documented in writing, notifying the COR, the COR's super-
visor, the contractor and the BCM.

(g) Other executive agency FAC-COR. GSA will recog-
nize COR certifications issued by other executive agencies as
long as they appear in the FAITAS certification record and are
compliant with current FAC-COR requirements, including
continuous learning.

(h) FAITAS. CORs must be registered in FAITAS, the offi-
cial system of records for all civilian agency FAC programs
(www.fai.gov). CORs are responsible for submitting all train-
ing and continuous learning activities into FAITAS.

Subpart 501.7—Determinations and
Findings

501.707 Signatory authority.

(a) The FAR frequently refers to determinations made by
the agency head. Under section 309 of the Federal Property
and Administrative Services Act, the Administrator autho-
rized HCA’s to act as agency head to facilitate procurement of
property and services under Title III of the Act. (See GSA
Delegation of Authority Manual, ADM P 5450.39C.)

(b) An HCA normally signs a class D&F.

(c) If a statute precludes an agency head redelegating
authority, the Administrator must sign the D&F (See, for
example, FAR 6.302-7).
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PART 502—DEFINITIONS OF WORDS AND TERMS

502.101

PART 502—DEFINITIONS OF WORDS AND TERMS

Subpart 502.1—Definitions

502.101 Definitions.

“Agency competition advocate” means the GSA Competi-
tion Advocate in the Office of the Chief Acquisition Officer.

“Agency labor advisor” means the Director of the General
Services Acquisition Policy Division within the Office of
Acquisition Policy.

“Assigned counsel” means the attorney in the Office of
General Counsel (including offices of Regional Counsel)
assigned to provide legal review or assistance.

“Procuring activity competition advocate” means the indi-
vidual designated in writing by the Head of the Contracting
Activity (HCA).

“Contracting director” means:

(a) Except in the Federal Acquisition Service (FAS), a
director of a Central Office or Regional office Division
responsible for performing contracting or contract adminis-
tration functions.

(b) In FAS Central Office—

(1) The Assistant Commissioner for Assisted Acquisi-
tion Services or designee;

(2) The Assistant Commissioner for General Supplies
and Services or designee;

(3) The Assistant Commissioner for Integrated Tech-
nology Services or designee;
(4) The Assistant Commissioner for Travel, Motor
Vehicle and Card Services or designee; and
(5) The Assistant Commissioner for Acquisition Man-
agement or designee for support offices with contracting
functions.
(c) In FAS Regions, the Assistant Regional Commissioner
or designee.
“Debarring official” or “suspending official” means GSA’s
Suspension & Debarment Official at Attps://insite.gsa.gov/
portal/category/534198.

“Head of the contracting activity” means the Senior Pro-
curement Executive (SPE); the Commissioners and Deputy
Commissioners of the Federal Acquisition Service (FAS) and
the Public Buildings Service (PBS); or their re-delegates. The
Chief Administrative Services Officer serves as the HCA for
the Internal Acquisition Division within the Office of Admin-
istrative Services. These officials serve within the limits of
their delegated authority. The HCA delegations may be found
on GSA’s Acquisition Portal (https://insite.gsa.gov/portal/
content/638514).

“Senior procurement executive” means the Deputy Chief
Acquisition Officer.
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PART 503—IMPROPER BUSINESS PRACTICES AND PERSONAL CONFLICTS OF
INTEREST

Subpart 503.1—Safeguards
503.101 Standards of conduct.

503.101-3 Agency regulations.
GSA Supplemental Ethical Standards of Conduct appear at
5 CFR Part 6701.

503.104 Procurement integrity.

503.104-2 General.

“Acquisition official” as defined in FAR 3.104-3(a)(2), are
responsible for knowing the post-employment restrictions in
FAR 3.104-2(b)(3) and 3.104-3(d).

503.104-4 Disclosure, protection, and marking of
contractor bid or proposal information and source
selection information.

(a) Persons authorized access to information. (1) The fol-
lowing persons may access contractor bid or proposal infor-
mation and source selection information to accomplish their
responsibilities in a procurement action:

(1) Requirements generators, including client agency
representatives, and program and technical experts who
develop statements of work, specifications or similar docu-
ments;

(i1) Contracting personnel supporting the contract-
ing officer;

(iii) Personnel serving on technical evaluation
boards or source selection evaluation boards;

(iv) Supervisors in the contracting officer’s chain of
command;

(v) Secretarial, clerical and administrative personnel
of the contracting activity responsible for the procurement;

(vi) Small Business Technical Advisors;

(vii) Small Business Administration (SBA) person-
nel who review determinations not to set-aside acquisitions,
determine the small business status of offerors under
FAR 19.302, process applications for Certificates of Compe-
tency under FAR 19.6, review subcontracting plans, or award
| contracts under the 8(a) program;

(viii) Personnel in the Credit and Finance Section of
Region 6 and other personnel who support the contracting
officer in making contractor responsibility determinations;
(ix) Contract auditors in the Office of Inspector Gen-
| eral and Regional Inspector General’s offices;

(x) Department of Labor (DOL) personnel who pro-
cess preaward EEO clearances under FAR 22.805;

(xi) Attorneys in the Office of General Counsel and
Regional Counsel’s offices; and

(xii) Personnel involved in contract approval.

(2) The Senior Procurement Executive may authorize
additional classes of persons access to contractor bid or pro-
posal information or source selection information.

(3) The contracting officer may authorize access to con-
tractor bid or proposal information or source selection infor-
mation if necessary to conduct the procurement. This includes
release of information to outside evaluators under 515.305-70
in accordance with 537.204 and FAR 9.505-5 and 37.204.
Limit access to only that information the person needs to do
his or her job.

(4) The contracting officer may use Conflict of Interest
Acknowledgement and Nondisclosure Agreement referenced
in 515.305(b)(1) to maintain the identity of individuals autho-
rized access to contractor bid or proposal information and
source selection information.

(b) Procedures for marking and protecting information.
Any individual who prepares, makes, or controls contractor
bid or proposal information and source selection information
must:

(1) Mark documents as prescribed in FAR 3.104-4(c).
Contracting officers may use GSA Form 3611, Cover Page
Source Selection Information as the cover page for a docu-
ment that contains source selection information. In addition,
each page of the document must be marked in accordance
with FAR 3.104.

(2) Provide physical security for documents in the
office environment during, and after, duty hours.

(3) Secure interoffice mailing of documents by using
opaque envelopes, “double wrapping” with more than one
envelope, and sealing envelopes securely.

(4) Maintain strict control over oral communications
about the acquisition.

(c) Requests for information from Congress. For requests
from a member of Congress, see 505.403.

503.104-7 Violations or possible violations.

(a) The HCA is the individual designated under FAR
3.104-7 (a)(1) to receive information related to a conclusion
that a reported or possible violation has no impact on a pro-
curement.

(b) If the HCA receives information describing an actual
or possible violation, the HCA must take all of the following
actions:
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(1) Refer the matter immediately to the Inspector Gen-
eral;

(2) Determine what action to take on the procurement
under FAR 3.104-7 (b)—(g); and

(3) Notify the Administrator if he or she determines that
urgent and compelling circumstances, or other Government
interests, justify the award or modification.

(c) If a contracting officer has not been appointed, the con-

tracting director performs the contracting officer actions
defined in FAR 3.104-7.

Subpart 503.2—Contractor Gratuities to
Government Personnel

503.203 Reporting suspected violations of the Gratuities
clause.

(a) Employees must report immediately a suspected viola-
tion of the Gratuities clause to each of the following:

(1) The contracting officer;

(2) Assistant Inspector General for Investigations or the
Regional Special Agent in Charge; and

(3) Deputy Standards of Conduct Counselor.

(b) The report must describe the circumstances under
which the Gratuities clause has been violated and include all
pertinent documents.

(c) The Office of Inspector General will investigate and, if
appropriate, forward a report and recommendation to the
Department of Justice, the Senior Procurement Executive, or
the Office of General Counsel. See also 5 CFR 6701.107.

503.204 Treatment of violations.

(a) The Senior Procurement Executive, or designee, makes
determinations under FAR 3.204. The Senior Procurement
Executive, or designee, takes all the following actions:

(1) Coordinates with legal counsel;

(2) Initiates proceedings under FAR 3.204(a) by notify-
ing the contractor that GSA is considering action against the
contractor for a violation of the Gratuities clause. Notice is
sent by a certified letter to the last known address of the party,
its counsel, or agent for service of process. In the case of a
business, notice is sent to any partner, principal officer, direc-
tor, owner or co-owner; and

(3) Presumes receipt if no return receipt is received
within 10 calendar days after mailing the notice.

(b) The contractor has 30 calendar days to exercise its
rights under FAR 3.204(b), unless the Senior Procurement
Executive, or designee, grants an extension.

503-2 (Change 40)

(c) IIf there is a dispute of fact material to making a deter-
mination, the Senior Procurement Executive, or designee,
may refer the matter to an agency fact-finding official, desig-
nated by the Suspension and Debarment Official, in accor-
dance with GSAR 509.403. Referrals for fact-finding are not
made in cases arising from a conviction or indictment as
defined in FAR 9.403. If a referral is made, the fact-finding
official takes all the following actions:

(1) Gives the contractor an opportunity to dispute mate-
rial facts relating to the determinations under FAR 3.204(a)(1)
and (2);

(2) Conducts proceedings under rules consistent with
FAR 3.204(b);

(3) Schedules a hearing within 20 calendar days of
receipt of the referral. The contractor or GSA may request an
extension for good cause; and

(4) Delivers to the Senior Procurement Executive, or
designee, written findings of fact (together with a transcrip-
tion of the proceedings, if made) within 20 calendar days after
the hearing record closes. The findings must resolve any
material disputes of fact by a preponderance of the evidence.

(d) The Senior Procurement Executive, or designee, may
reject the findings of the fact-finding official only if the find-
ings are clearly erroneous or arbitrary and capricious.

(e) In cases arising from conviction or indictment, or in
which there are no disputes of material fact, the Senior Pro-
curement Executive, or designee, conducts the hearing
required by FAR 3.204(b).

(f) If the Gratuities clause was violated, the contractor may
present evidence of mitigating factors to the Senior Procure-
ment Executive, or designee, in accordance with FAR
3.204(b) either orally or in writing, consistent with a schedule
the Senior Procurement Executive, or designee, establishes.
The Senior Procurement Executive, or designee, exercises the
Government’s rights under FAR 3.204(c) only after consider-
ing mitigating factors.

Subpart 503.3—Reports of Suspected
Antitrust Violations

503.303 Reporting suspected antitrust violations.

The contracting officer shall report evidence of suspected
antitrust violations in acquisitions to the Assistant Inspector
General for Investigations or the Regional Special Agent in
Charge. When appropriate, the Office of Inspector General
will investigate and prepare a report and recommendation to
the Attorney General and to the Senior Procurement Execu-
tive for suspension or debarment consideration.
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Subpart 503.4—Contingent Fees

503.405 Misrepresentations or violations of the Covenant

Against Contingent Fees.

Employees who suspect or have evidence of violations of
the Covenant Against Contingent Fees must report the matter
to the contracting officer as well as to the Office of Inspector
General. If appropriate, the Office of Inspector General will
forward a report and recommendation to the Department of
Justice.

Subpart 503.5—Other Improper Business
Practices

503.570 Advertising.

503.570-1 Policy.

| GSA policy precludes contractors from making references
to GSA contracts in commercial advertising in a manner that
states or implies the Government approves or endorses the
product or service or considers it superior to other products or
services. The intent of this policy is to prevent the appearance
of Government bias toward any product or service.

503.570-2 Contract clause.

Insert the clause at 552.203-71, Restriction on Advertising,
in solicitations and contracts, including acquisitions of lease-
hold interests in real property, if the contract amount is
expected to exceed the simplified acquisition threshold.

Subpart 503.7—Voiding and Rescinding
Contracts

503.703 Authority.

Pursuant to FAR 3.703 and 3.705(b), the authority to void
or rescind contracts resides with the Senior Procurement
Executive.

503.705 Procedures.
(a) Contracting officer s actions:

(1) If a contract is tainted by misconduct, the contract-
ing officer shall consult with assigned counsel to determine if
the Government has a common law remedy such as avoid-
ance, rescission, or cancellation.

(2) If the contractor has a final conviction for a viola-
tion under 18 U.S.C. 201-224, the contracting officer shall

refer the matter to the Senior Procurement Executive under
FAR 3.705 and shall—

(i) Identify in the referral the final conviction;

(i1) Include the information required by FAR
3.705(d)(2) through (5); and

(ii1) Coordinate the referral with the Office of
Inspector General to determine whether to recommend debar-
ment.

(b) Senior Procurement Executive’s actions:

(1) Reviews the referral and coordinates with assigned
counsel and the contracting activity.

(2) Takes both the following actions, if the official
decides to declare void and rescind a contract and to recover
the amounts expended and the property transferred:

(i) Issues the notice required by FAR 3.705; and
(i) Conducts the hearing contemplated by
FAR 3.705(c)(3).

(3) Refers the matter to the agency fact-finding official,
in case of a dispute of material fact about the agency decision.
The Senior Procurement Executive makes this referral if the
dispute of fact relates to any of the following:

(i) Contracts affected by the final conviction.

(i1) Amounts expended and property transferred by
the Government under the affected contracts.

(iii) Identity and value of any tangible benefits
received by the Government under the affected contracts.

(4) Issues GSA’s final decision under FAR 3.705(¢)
after receiving the fact-finding official’s report, if a referral
was made. The Senior Procurement Executive may reject the
fact-finding official’s findings only if they are clearly errone-
ous or arbitrary and capricious. The Senior Procurement
Executive may explain any such rejection in writing.

(5) Coordinates the final decision with the contracting
activity and provides the activity a copy of the decision.

(¢) Fact-finding official s actions: The fact-finding official
takes all the following actions:

(1) Gives the contractor an opportunity to dispute mate-
rial facts.

(2) Conducts the proceedings under rules consistent
with FAR 3.705(c)(3).

(3) Schedules a hearing within 20 calendar days after
receiving the referral. The official may grant extensions for
good cause at the request of the contractor or GSA.

(4) Delivers written findings of fact to the voiding and
rescinding official (together with a transcription of the pro-
ceeding, if made) within 20 calendar days after the hearing
record closes. The findings must resolve any material disputes
of fact by a preponderance of the evidence.

(5) Coordinates the final decision with the contracting
activity and provides the activity a copy of the decision.
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Subpart 503.8—Limitation on the Payment
of Funds to Influence Federal Transactions

503.806 Processing suspected violations.

Evidence of suspected violations of 31 U.S.C. 1352, Lim-
itation on the Use of Appropriated Funds to Influence Certain
Federal Contracting and Financial Transactions, should be
submitted to the Assistant Inspector General for Investigation
or the Regional Special Agent in Charge. When appropriate,
the Office of Inspector General will investigate and prepare a
report and recommendation to the Department of Justice.

503-4 (Change 40)

Subpart 503.10—Contractor Code of
Business Ethics and Conduct

503.1004 Contract clauses.

(a) The FAR threshold for the clause at 52.203-14, Display
of Hotline Poster(s), is $5,000,000. However, GSA has exer-
cised the authority provided at FAR 3.1004(b)(1)(i) to estab-
lish a lower threshold, $1,000,000, for inclusion of the clause
when the contract or order is funded with disaster assistance
funds.

(b) The information required to be inserted in the clause at
FAR 52.203-14, Display of Hotline Poster(s), is as follows:

(i) Poster: GSA Office of Inspector General
“FRAUDNET HOTLINE”; and
(i1) Obtain from: Contracting Officer.
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PART 504—ADMINISTRATIVE MATTERS

Subpart 504.1—Contract Execution

504.101 Contracting officer’s signature.

Contract, contract modifications, blanket purchase agree-
ments, and task and/or delivery orders may be executed man-
ually or electronically using a digital signature. In the
absence of the original contracting officer, another contract-
ing officer with appropriate warrant authority may sign.
Always type or stamp the name and title of the contracting
officer signing the contract on the document, unless it is elec-
tronically signed. An electronic contract which includes the
name of the contracting officer satisfies the typed, stamped or
printed requirement found in FAR 4.101. GSA Order CIO
2162.1 (GSA Digital Signature Policy dated December 2,
2010) is the guidance for the use of digital signatures as the
preferred means of providing signatures for GSA documents,
forms, correspondence, and/or emails.

504.103 [Reserved].
Subpart 504.2—Contract Distribution

504.201 Procedures.

(a) The contracting officer must send documentation to the
paying office on all contracts for which GSA generates a
delivery or task order.

(1) For Federal Acquisition Service contracts entered
into the FSS-19 system, the contracting officer must send a
system generated contract listing.

(2) For all other contracts, the contracting officer must
send a “Duplicate Original” of the entire contract or modifi-
cation.

(b) The contracting officer must certify that the “Duplicate
Original” is a true copy of the contract, modification, task
and/or delivery order, if not electronically signed, by writing
your signature, in ink, on the award or modification form (i.e.,
SF 26, 33, 1442, etc.). The contracting officer must certify all
contracts except:

(1) Leases of real property.

(2) Schedule contracts.

(3) Standard or GSA multipage purchase/delivery/task
order carbon forms.

504.203 Taxpayer identification information.

FAR 4.203(a) does not apply to leases of real property (see
504.904) or FAR Part 38 Federal Supply Schedule Contract-
ing.

Subpart 504.4—Safeguarding Classified
Information Within Industry

504.402 General.

(a) This subpart prescribes procedures for safeguarding
classified information required to be disclosed to contractors
in connection with the solicitation of offers, and the award,
performance, and termination of contracts.

(b) As used in this subpart, the term “Contractor(s)” means
prospective contractors, subcontractors, vendors, and suppli-
ers.

504.470 Acquisitions involving classified information.

HCA'’s must consider how adequate security will be estab-
lished, maintained, and monitored before accepting a reim-
bursable agreement for a requirement involving classified
information. Further, HCAs are responsible for ensuring that
the contracting officers, other procurement personnel, and
contracting officer representatives (CORs) assigned to the
acquisition have the appropriate security clearances, prior to
accepting a reimbursable agreement involving access to, or
generation of, classified information.

504.470-1 [Reserved].
504.470-2 [Reserved].

504.471 Processing security requirements checklist

(DD Form 254).

(a) The contracting officer must prepare DD Form 254,
Contract Security Classification Specification (illustrated in
FAR 53.303-DD-254), for contracts involving contractor
access to classified information. This form identifies for con-
tractors the areas of classified information involved. The con-
tracting officer may use written notice of classification for
research or service contracts.

(b) Obtain instructions or guidance on completing DD
Form 254 from the Security and Emergency Management
Division, Office of Mission Assurance (OMA).

504.472 Periodic review.

(a) The contracting officer in coordination with the appro-
priate program security officer must review DD Form 254 at
least once a year, or whenever a change in the phase of per-
formance occurs, to determine if the classified information
can be downgraded or declassified.

(b) The contracting officer must inform the contractor of
the results of the review by one of the following means:

(1) Issuance of a revised specification.
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(2) Written instructions instead of DD Form 254, if
authorized.
(3) Written notification if the review results in no
change in the classification specifications.
(c) The contracting officer must prepare a final checklist
upon termination or completion of the contract in accordance
with FAR 4.805-5.

504.473 Recurring procurement.

The contracting officer must prepare a new DD Form 254
only if a change occurs in either of the following:

(a) End item.

(b) Previous security classification.

504.474 Control of classified information.

(a) The contracting officer must record, mark, handle, and
transmit classified information in accordance with the
requirements of the Security Branch Chief, Security and
Emergency Management Division, Office of Mission Assur-
ance (OMA).

(b) The contracting officer must obtain the consent of the
originating agency before releasing classified information to
a contractor.

504.475 Return of classified information.

(a) Contracting officers must recover classified informa-
tion, unless it has been destroyed as provided in Section 7 of
Chapter 5 of the National Industrial Security Program Oper-
ating Manual (NISPOM). Information on NISPOM can be
found at http://www.fas.org/sgp/library/nispom.htm.

(b) Contracting officers must ensure that classified infor-
mation provided by the government is returned immediately
after any of the following events:

(1) Bid opening or closing date for receipt of proposals
by non-responding offerors.
(2) Contract award by unsuccessful offerors.
(3) Termination or completion of the contract.
(4) Notification that authorization to release classified
information has been withdrawn.
(5) Notification that a facility:
(1) Does not have adequate means to safeguard clas-
sified information; or
(i1) Has had its security clearance revoked or inacti-

vated.
(6) Whenever otherwise instructed by the authority
responsible for the security classification.
(c) The Government agency that provided classified infor-
mation to a GSA contractor is responsible for the return of the
information.

504.476 Breaches of security.
GSA employees responsible for the protection of classified
information must refer the facts of an unauthorized disclosure

504-2 (Correction)

promptly to Security Branch Chief, Security and Emergency
Management Division, Office of Mission Assurance (OMA).

Subpart 504.5—Electronic Commerce in
Contracting

504.500 [Reserved].

504.502 Policy.

Use of electronic signatures is encouraged and can be used
to sign and route documents in GSA’s IT systems to contrac-
tually obligate funds. The method of authentication used for
electronic signatures shall be consistent with the level (1-4)
determined from the e-authentication risk assessment in
accordance with OMB M-04-04, E-authentication Guidance
for Federal Agencies, and the respective technology safe-
guards applicable to that level or risk from National Institute
of Standards and Technology 800-63, Electronic Authentica-
tion Guideline.

504.570 [Reserved].

Subpart 504.6—Contract Reporting

504.604 Responsibilities.

(a) The Senior Procurement Executive (SPE), in coordina-
tion with the HCA, shall establish necessary policies to ensure
the accurate and timely input of data into FPDS. At a mini-
mum, the SPE and the HCA shall ensure that the following
procedures are implemented.

(1) Contract writing systems capable of reporting
directly into FPDS shall be configured to do so as a condition
of making an award.

(2) To ensure the accuracy of data entered, reports of
actions awarded shall be routinely generated from the contract
writing system, examined and compared to data contained in
FPDS to assure that those actions have been reported accu-
rately to FPDS.

(3) Organizations without a contract writing system
shall report the data using the FPDS web portal interface not
later than 14 days after an award is made. To ensure data entry
and accuracy, logs of contract actions shall be regularly
reviewed and compared to data entries in FPDS.

(4) HCAs shall also verify and validate accuracy of the
data and ensure contract awards have been entered into FPDS
within the appropriate time frames.
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(b) Contracting officers are the individuals primarily
responsible for the accuracy of data submitted to FPDS as
well as the submission and accuracy of the individual contract
action report (CAR).

(c) The contracting officer shall, at a minimum, take the
following steps necessary to verify the accuracy of the CAR:

(1) In the case of a contract writing system, review the
CAR information for accuracy and completeness prior to sub-
mission to FPDS and prior to the release of the contract award.

(2) In the absence of a Contract Writing System, ensure
that the CAR information is submitted to FPDS within 14
days after contract award.

(3) To further assure accurate contract data, consider
including a copy of the CAR with award documents sent to the
contractor for the contractor's knowledge review and informa-
tion.

(d) The Chief Acquisition Officer (CAO) shall periodi-
cally statistically sample the GSA FPDS file and provide a list
of transactions to the contracting activities for certification.

(1) The review process should include procedures,
comparisons of contract file data to FPDS data entries, and
comparisons of printouts of FPDS data to their contract writ-
ing system data for accuracy.

(2) The verification and validation shall be conducted
by an organization or person that did not award the contracts
being reviewed. HCAs may institute any appropriate process
that complies with this requirement.

(3) HCAs shall provide certifications of the accuracy,
timeliness and validity of their FPDS data on a quarterly basis
to the CAO based on the list of transactions provided to HCAs
under paragraph (d) of this section. Certifications to the CAO
shall include a description of the means used to verify the
accuracy and completeness of the data and a statement that all
discrepancies found have been corrected.

(e) The CAO will provide the annual certification of GSA’s
FPDS data to OMB required by FAR 4.604(c). This certifica-
tion will be based on the Regional and Heads of Services and
Staff Offices’ reviews and certifications and the CAO’s
review. Certifications are due not later than 15 working days
after the end of the quarter.

504.605 Procedures.

(a) Uniform procurement instrument identification. This
subpart:

(1) Prescribes procedures for identifying contracts,
orders, and other procurement instruments regardless of dol-
lar threshold.

(2) Applies to all contracting activities, except:

(i) Federal Acquisition Services (FAS) Multiple
Award Schedule (MAS) procurement activities, and FAS
Office of General Supplies and services (QS).

(i1) Real property leasing.

(b) Policy. (1) Contracting officers shall use the uniform
procurement instrument identification system for procure-
ment instruments. Do not use it for:

(i) Purchases made through certified invoice proce-
dures (see 513.370).

(i1) Purchases made with the Governmentwide com-
mercial purchase card.

(2) Complete the contract number block provided on
the applicable forms. If a space is not reserved for the pre-
scribed number, place the number in the upper right-hand cor-
ner of the form.

(3) Each contracting office must maintain records to
ensure continuity and control of procurement instrument
identification numbers.

(c) Solicitations. Contracting officers may use their discre-
tion when numbering Invitations for Bid (IFB), Requests for
Information (RFI), Requests for Quotations (RFQ), and
Requests for Proposals (RFP). Contracting officers may use
the basic procurement instrument identification numbering
system, prescribed below in paragraph (d) of this section,
applying the appropriate instrument code from paragraph (i)
of this section, or may use an independently generated instru-
ment code, provided that numbering within each procurement
office follows a consistent numbering convention and each
instrument identification number is unique.
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(d) Awards. The basic procurement instrument identifica-

tion number normally is assigned at award. The contracting
office may assign a number when it receives a procurement
request to facilitate procurement tracking. The basic procure-
ment instrument identification number stays the same
throughout the life of the procurement instrument. It consists

of 14 alphanumeric characters as follows:

Content
Description
Character(s) Content Location Example
67 Last Two Digits of 98
Fiscal Year of
Number Assignment
89 Preparing Located in PB
Contracting Office FPDS-NG
Code
GSA Detailed
Contracting Office
List
10-13 Serial Number 504.605() B096
(in sequence as
issued by the
contracting office)

(f) Supplemental procurements. Modifications to the basic
contract instrument and to calls/orders against contracts are
numbered with a four character alphanumeric number. The
supplemental identification numbering system applies to all
modifications to contracts and to call/orders against contracts.

Character(s)| Content Description Example

A = Administrative A
Office
P = Purchasing Office

1 Office Issuing
Modification

Content
Description
Character(s) Content Location Example
1-2 Agency Designation Always “GS” GS
Code
34 Region/Central 504.605(g) 02
Office Identification
Code
5 Service/Office Code 504.605(h) P
67 Last Two Digits of 99
Fiscal Year of
Number Assignment
89 Preparing Located in PF
Contracting Office FPDS-NG
Code
GSA Detailed
Contracting Office
List
10 Instrument Code 504.605(1) L
11-14 Serial Number 504.605() 0001

(e) Orders. Delivery or task orders under indefinite deliv-

A = Administrative S
Change

C = Change Order
O = Other

2 Action Type

ery contracts and schedule contract orders are identified by
placing a 13-character alphanumeric identification number in
the order number block of the order form as shown in the table
below. The basic indefinite delivery or schedule contract
number is placed in the contract number block of the order

S = Supplemental
Agreement (bilateral
signatures)

34

Serial Number

01-99

Al-A9 to Z1-Z9
AA-AZ to ZA-ZZ

B2

form.

Content
Description
Character(s) Content Location Example

1-2 Agency Designation Always “GS” GS

Code

3 Service/Office Code 504.605(h) P

4-5 Region/Central 504.605(g) 01

Office Identification

Code

504-4

(g) Region/Central Office Codes.

00 Central Office
01 Region 1

02 Region 2

03 Region 3

04 Region 4

05 Region 5

06 Region 6

07 Region 7

08 Region 8

09 Region 9

10 Region 10

11 National Capital Region
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(h) Preparing Service/Office Codes.

Office of Administrative Services
Office of the Chief Financial Officer
Federal Acquisition Service

Civilian Board of Contract Appeals
Office of the Chief People Officer
Office of Chief Information Officer
Office of Inspector General

Office of General Counsel

Office of Governmentwide Policy
Public Buildings Service

T2~ 000w T

Office of Citizen Services and Innovative
Technologies

(1) Procurement Instrument Type Codes.

A Agreements, including basic agreements, basic
ordering agreements, and blanket purchase
agreements.

B Invitation for Bid (IFB).

C Contracts, including letter contracts, contracts

referencing basic agreements, or basic ordering
agreements, excluding indefinite delivery

contracts.

D Indefinite delivery contracts, including definite
quantity, requirements, and indefinite quantity.

E Sales contracts.

F-H Reserved.

I Standing Price Quotation (SPQ).

J-L Reserved.

M Purchase orders (open market simplified

acquisition)}—manual.

z

Request for Information (RFI).

la]

Purchase orders (open market simplified
acquisition)—automated.

Q Request for Quotation (RFQ).
R Request for Proposal (RFP).

S Schedule contract.
T-Z Reserved.

(j) Serial Number Codes. (1) A separate series of numbers
may be used for each basic instrument type (see 504.605(d)
and 504.605())).

(2) For delivery or task orders, each order issued by
contracting office must receive a consecutive serial number.
That is, orders are numbered in sequence as issued by the con-
tracting office, but they are not in sequence under any individ-
ual contract.

(3) Atthe beginning of each fiscal year, the first number
assigned is 0001.

(4) Alphanumeric characters are serially assigned after
the numeric series is exhausted.
(5) The allowable numeric and
sequences, excluding alpha I and O are:
(1) 0001 through 9999.
(i) A0O1 through A999, B0OO1 through B999.
(iii) and so on to Z001 through Z999.
(6) Each issuing office is responsible for controlling
serial number assignments.

alphanumeric

504.605-70 Federal Procurement Data System Public—

Access to Data.

(a) The FPDS database. The General Services Administra-
tion awarded a contract for creation and operation of the Fed-
eral procurement Data System (FPDS) database. That
database includes information reported by departments and
agencies as required by FAR subpart 4.6. One of the primary
purposes of the FPDS database is to provide information on
Government procurement to the public.

(b) Fee for direct hook-up. To the extent that a member of
the public requests establishment of real-time integration of
reporting services to run reports from another application, a
one-time charge of $2,500 for the original integration must be
paid by the requestor. This one-time charge covers the setup
and certification required for an integrator to access the FPDS
database and for technical assistance to help integrators use
the web services. The fee will be paid to the FPDS contractor
and credited to invoices submitted to GSA by the FPDS con-
tractor.

504.606 Reporting Data.

(a) Reporting requirements. Detailed specification of |
FPDS data reporting requirements is contained in the
FPDS-NG FAQs document (available at https:/
www.fpds.gov/wiki/index2.php/FPDS-NG FAQ). Reporting
offices are encouraged to use automated information systems
for FPDS data reporting, provided that the systems contain all
required FPDS data elements via the machine-to-machine
process and the automated acquisition system has received
the proper certification from the FPDS system manager.

(b) The GSA FPDS Sustainability Coding Guidelines at
http.//insite.gsa.gov/sustainableacquisition must be followed
when selecting codes for the following sustainability data ele-
ments:

(1) Recovered Materials/Sustainability.
(2) Use of EPA Designated Products.

Subpart 504.8—Government Contract Files
504.800 Scope of subpart.

This subpart prescribes a standard contract file format for
all contracts that exceed the simplified acquisition threshold,
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except leases of real property. This subpart may be applied to
purchases using simplified acquisition procedures.

504.802 Contract files.

(a) File standardization. The contracting officer must
place all information and documentation required by FAR
4.802 and 4.803 in the contract file and organize the file in the
standard contract file format as set out in 504.803.

(b) Responsibility for files. (1) The contracting officer is
responsible for the official file. Individuals creating docu-
ments relating to the contract must forward those documents
to the contracting officer for inclusion in the file.

(2) The contracting officer is responsible for transfer-
ring official contract files to the National Archives and
Records Administration and for maintaining appropriate
records that will facilitate file retrieval.

(c) Transfer of responsibility for contract files. (1) When
responsibility for a contract transfers from one contracting
officer to another contracting officer, e.g., transfer of assign-
ments or redelegation of contract administration authority
(intraoffice or interoffice), the original contracting officer
must prepare a detailed listing by file number and name to
identify the file(s) being transferred.

(2) Retain a copy of the listing and send a copy to the
successor contracting officer as advance notice of the files
being transferred.

(3) Retain duplicates of the files transferred until the
successor contracting officer acknowledges receipt of the
files.

(4) Send the files being transferred to the successor
contracting officer by certified mail, return receipt requested,
or by another method requiring the successor contracting offi-
cer's signature to acknowledge receipt. Send two copies of
the listing with the transferred files.

(5) The successor contracting officer must sign one
copy of the listing, certifying receipt of the files listed, and
return the signed copy to the originating contracting officer.

504.803 Contents of contract files.

(a) Arrangement. (1) Tab the contract file.

(2) File items in reverse order starting with item (1) on
the bottom of the file and item (27) on the top.

(3) File documents within a tab chronologically with
the most recent document on top.

(4) Place documents too voluminous for an individual
tab in a separate file. Annotate the tab with the location of the
separate file.

(5) Omit any tab not required for the contract.

(b) Tab contents. The following instructions apply to con-
tract actions up to award. Contracting activities may develop
further guidance on tabbing postaward actions tailored to
their requirements. Tab the contract file as specified below:

504-6

(1) Requisition or request for contractual action.
Include the certification of the accuracy and completeness of
data supporting a recommendation by technical or require-
ments personnel to use other than full and open competition.
(See FAR 6.303-1(b).)

(2) Specifications, drawings, and other technical docu-
ments.

(3) Acquisition plan including, if applicable, the deter-
mination required by OMB Circular A-76 and concurrence of
the cognizant competition advocate.

(4) Determination and findings required by FAR 1.7
and 501.7, or justification required by FAR 6.303, including
the certification of accuracy and completeness of the justifi-
cation.

(5) Department of Labor Wage Determination.

(6) Small business determinations.

(7) Source list.

(8) Statement as to synopsis of proposed procurement
under FAR 5.2 or other required advertisements under 505.2.

(9) Presolicitation notice.

(10) IFB/RFP and amendments.

(11) Abstract of bids or proposals including identifica-
tion of the low bidder or offeror, discounted price, etc.

(12) Cost or pricing data and information other than
cost or pricing data. Include the waiver and documentation
supporting the waiver if the requirement for submission of
cost or pricing data is waived, as provided in
FAR 15.403-1(b)(4).

(13) Field pricing report (see FAR 15.404-2).

(14) Price or cost analysis report prepared under
FAR 15.404, including:

(i) Supporting technical analyses, other than those
supporting an audit report.

(i) Profit or fee analysis required by FAR 15.404-4
and 515.404-4.

(iii) An
required.

(15) Documentation required by FAR 15.406, written
to permit reconstruction of the acquisition’s major events.

(16) Certificate of current cost or pricing data, if appli-
cable.

(17) Pre-award survey.

(18) EEO compliance review.

(19) “No bid” or “no proposal” correspondence.

(20) Unsuccessful bids or proposals. Include a copy of
each rejected bid and unacceptable proposal.

(21) Mistakes in bids and protests. Include all corre-
spondence and determinations relating to mistakes in bids dis-
closed before award or protests.

(22) Actions taken on late bids or proposals.

(23) Contract action. Include:

(1) Successful bid or proposal and all pertinent cor-
respondence applicable to the contract action, including evi-

independent Government estimate, if
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dence of submission of contract award data to paying office
(see 504.201).

(i1) Subcontracting plans incorporated in and made a
material part of a contract, as required by
FAR 19.705-5(a)(5).

(24) Evidence of legal review, if required.
(25) Approvals. Include, as applicable:

(1) GSA Form 1535, Recommendation for Award.

(i) Documentation of approval of subcontracting
plan.

(ii1) Record of individuals authorized access to con-
tractor bid or proposal information or source selection infor-
mation (see 503.104-4(a)(4)).

(26) Notices of award.
(27) FPDS Contract Action Report, or other sys-
tem-generated equivalent.

(c) Index. (1) Place an index of the file tabs in the file, or
simulate electronically an index of the tabs and include in the
front of the electronic version of the contract file. Identify
items that do not apply. If necessary, briefly explain why. The
contracting officer may use the GSA Form 3420, Contract/
Modification File Checklist File Format (Award), for the
index, or an electronically created index inclusive of the items
detailed under GSAR 504.803(b).

(2) Include subheadings under a tab if required by the
contracting officer’s office.

504.804-5 Procedures for closing out contract files.

(a) HCAs are directed to take appropriate steps to ensure
that physically completed contracts are formally closed in
accordance with the procedures at FAR 4.804, GSAM
504.804-5, and guidelines provided below for simplified
acquisitions and contracts with residual balances. HCAs are
reminded that when closing out contract actions at FAR
4.804-1(a)(2), (3), and (4), the contracting officer shall use the
closeout procedures at FAR 4.804-5. However, these closeout
actions may be modified to reflect the extent of administration
that has been performed. Contracting activities that have sup-
plemented the FAR procedures with instructions pertinent to
the specific contract types, business systems, and resources
employed are encouraged to continue the use of such supple-
ments.

(b) Contracting officers must be vigilant and proactive
with respect to proper contract closeout procedures. They
must not allow completed contracts to remain open indefi-
nitely or allow a failure to conduct timely closeout to violate
regulatory or statutory requirements, or negatively impact
GSAs accurate and timely financial reporting.

(c) Under FAR 4.804-1(a)(1), the contracting officer only
needs evidence of receipt of goods and services and final pay-
ment to closeout the contract files. For contracts awarded
under the simplified acquisition procedures, contracting offi-

cers shall ensure that the contract award document and the
statement of work includes the following statement:

“For payment purposes, the contractor shall mark its
final invoice for payment as Final Invoice for Payment.”

(1) For task and delivery orders awarded under these
procedures, the orders shall also include the statement above.

(2) Contracting officers shall instruct contracting offi-
cer representatives or project managers receiving supplies
and services under the simplified acquisition procedures to
forward copies of the receiving report and final invoice to the
contracting officer for contract close-out purposes.

(d) Cancellation of open items with residual balances.

(1) Open item balances (remaining) of $100,000 and
below should be canceled if deemed invalid following the
procedures below. Service and Staff Office (SSO) funds man-
agers (persons certifying the availability of funds) will have
the authority and responsibility to cancel balances if deemed
invalid. Only valid obligations should be retained in the
financial accounting system.

(2) The following procedures should be followed to
cancel invalid obligations:

(i) The SSO funds managers will generate a list of
proposed deobligations and present it to the contracting offi-
cer and his/her director for review and approval.

(i1) The contracting officer or director shall respond
to the SSO funds manager within 45 days, justifying in writ-
ing why any open item on the list should not be canceled.

(iii) If the funds manager receives no response from
the contracting officer, the funds manager is authorized to
take appropriate steps to deobligate the open items in the
accounting and business systems.

(iv) When a contracting officer approves the cancel-
lation of obligation under items b or ¢, above, the contracting
officer shall prepare the appropriate documents necessary
(e.g., contract modification) for the contract file.

(e) These actions by the SSO funds managers shall be con-
sidered an internal financial accounting action and shall have
no bearing on the Government’s rights and duties under the
contracts until the contracting officer officially closes the con-
tract.

(f) Non-contracting officer acquisitions. For newly cre-
ated open items that did not require the signature of a contract-
ing officer (GSAM 501.603-1(f)) the funds manager has the
authority to correct or cancel any open item not deemed valid.
Examples of such document types include micropurchases
using the governmentwide commercial purchase card, inter-
nal GSA orders and security clearances (e.g., IX, IY, GX).
The funds managers should follow the financial systems pro-
cedures outlined in this memorandum for cancellation and
should inform the originator of the open item of the cancella-
tion.
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504.805 Storage, handling, and disposal of contract files.

The contracting officer’s accountability for contract files
ends when the following three conditions exist:

(a) The files’ retention period expires.

(b) The contracting officer receives the notice of disposal
from the National Archives and Records Administration.

(c) The records liaison officer whose organization has
functional responsibility for the files approves disposal.

Subpart 504.9—Taxpayer Identification
Number Information

504.902 General.

(a) Debt collection. The Debt Collection Improvement Act
of 1996 requires each contractor doing business with GSA to
furnish its Tax Identification Number (TIN). The Govern-
ment is required to include with each certified voucher pre-
pared and submitted to a disbursing official, the TIN of the
contractor receiving payment under the voucher. The TIN
may be used by the Office of Financial Policy and Operations
to collect and report on any delinquent amounts arising out of
the contractor's relationship with the Government.

(b) Information reporting to the IRS. The TIN is also
required for Office of Financial Policy and Operations report-
ing of certain contract information (see FAR 4.903) and pay-
ment information (see GSAM 504.904) to the IRS.

504.904 Reporting contract information to the IRS.

(a) The Office of Financial Policy and Operations reports
to IRS on payments made to certain contractors for services
performed and to lessors for providing space in buildings.
This is required by 26 U.S.C. 6041 and 6041A and imple-
mented in 26 CFR. To assist the Office of Financial Policy
and Operations in reporting to the IRS, contracting officers
must indicate on obligating documents sent to Finance (e.g.,
purchase, delivery, or task orders; contracts; the GSA Form
R-620 for leases; or certified invoices) the contractor's orga-
nizational structure (e.g., corporation, partnership) and tax-
payer identification number (TIN).

504-8

Subpart 504.11—Central Contractor
Registration

504.1103 Procedures.

In addition to the requirements found in FAR 4.1103, prior
to awarding a contractual instrument the contracting officer
must-

(1) Verify that the prospective contractor’s legal business
name, Doing-Business-As (DBA) name (if any), physical
street address, and Data Universal Number System (DUNS)
number or DUNS+4 number, as found in the CCR, match the
information that will be included in the contract, order, or
agreement resulting from the vendor’s quote or proposal.
Correct any mismatches by having the vendor amend the
information in the CCR and/or the quote or proposal. The
CCR information can be accessed through GSA’s CCR repos-
itory (contact the GSA Systems Programming Branch for
instructions, a user ID, and password).

(2) Ensure that the contractor’s address code exists in
Pegasys and that it is CCR enabled with the contractor’s
DUNS or DUNS+4 number. This can be done by searching
Pegasys records using the contractor’s Taxpayer Identifica-
tion Number (TIN). If no code exists, request that a new
address code be established by the Finance Center for CCR
compliance.

(3) Ensure that the contractor’s identifying information is
correctly placed on the contractual instrument, using special
care to ensure that the legal name and “remit to” name match
exactly. (Note: Lockbox names or numbers should not be
used to replace the contractor’s name in the remittance block
on the contractual instrument.)

(4) Unless one of the exceptions to registration in CCR
applies (see FAR 4.1102(a)), the contracting officer must not
award a contract to a prospective contractor who is not regis-
tered in CCR. If no exceptions are applicable, and the needs
of the requiring activity allows for a delay in award, see FAR
4.1103(b)(1).
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Subpart 504.13—Personal Identity
Verification of Contractor Personnel

504.1301 Policy.

Contracting officers must follow the procedures contained
in CIO P2181.1 - GSA HSPD-12 Personal Identity Verifica-
tion and Credentialing Handbook, which may be obtained
from the CIO Office of Enterprise Solutions, to ensure com-
pliance with Homeland Security Presidential Directive-12
(HSPD-12) “Policy for a Common Identification Standard for
Federal Employees and Contractors,” Office of Management
and Budget Memorandum M-05-24, and Department of Com-
merce FIPS PUB 201.

504.1303 Contract clause.

Insert the clause at 552.204-9, Personal Identity Verifica-
tion Requirements, in solicitations and contracts when it is
determined that contractor employees will require access to
federally controlled facilities or information systems to per-
form contract requirements.

Subpart 504.70—[Reserved]
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AMENDMENT 2010-02 JUNE 10, 2010

PART 505—PUBLICIZING CONTRACT ACTIONS

505.303-70

PART 505—PUBLICIZING CONTRACT ACTIONS

Subpart 505.1—Dissemination of
Information

505.101 Methods of disseminating information.

If the acquisition is for real property appraisal services
estimated to cost $25,000 or more and is not exempt under
FAR 5.202 or GSAR 505.202, then the contracting officer
must publicize the proposed acquisition in FedBizOpps.
(Note: See Part 570 for information regarding publicizing
contracts actions for leasehold interests in real property.)

Subpart 505.2—Synopses of Proposed
Contract Actions

505.202 Exceptions.

The Administrator has determined under section 18(c)(3)
of the Office of Federal Procurement Policy Act, as amended
(41 U.S.C. 416 (c)(3)) and Section 8(g)(3) of the Small Busi-
ness Act, as amended (15 U.S.C. 644(g)(3)) that:

(a) Synopsizing in FedBizOpps is not always appropriate
for acquisitions of real property appraisal services. The con-
tracting officer must, publicize such contract actions follow-
ing the procedures in 505.203.

(b) It is not appropriate or reasonable to publish an
advance notice of acquisitions of works of art, including the
design, execution and installation of the artwork, under the
Art-in-Architecture Program.

505.203 Publicizing and response time.

If publicizing in newspapers, ensure that the notice appears
at least three calendar days before issuance of the solicitation.
Allow at least these minimum response times:

(1) For real property appraisal services valued at less
than the applicable Trade Agreements Act (TAA) threshold
(see FAR 25.401(b), 10 calendar days prior to receipt of initial
offers.

(2) For real property appraisal services valued at or
over the applicable TAA threshold, 40 calendar days prior to
receipt of initial offers. If the acquisition falls in a general cat-
egory identified in an annual forecast, the period may be
reduced to as few as 10 days.

505.270 Synopsis of amendments to solicitations.

Synopsize in the CBD FedBizOpps any solicitation
amendment when the amendment either:

(a) Increases the value of the contract action above the
threshold requiring synopsis, or

(b) Makes other non-cardinal changes to the solicitation,
such as a new time and date for receipt of offers, minor
changes or clarifications to the statement of work.

Subpart 505.3—Synopses of Contract
Awards

505.303 Announcement of contract awards.

Com[f)liance with 505.303-70 fulfills the reporting require-
ments of FAR 5.303(a).

505.303-70 Notification of proposed substantial awards
and awards involving congressional interest.

(a) Applicability. This section applies to any proposed
award exceeding or estimated to exceed:

(1) $500,000 for a contract under the 8(a) program.

(2) $1,000,000 for a supply contract unless it involves
any of the following:

(1) Motor vehicles.

(i1) Supplies with not readily identifiable points of
origin.

(ii1) Supplies with foreign production points.

(3) $3,500,000 for a design (Architect/Engineer) or
construction contract.

(4) $500,000 for any other contract, or class of contract,
if a Member of Congress has specifically requested notifica-
tion of award to a contractor in his/her district or State.

(b) Notification Procedures. (1) The Office of Congres-
sional and Intergovernmental Affairs (OCIA) will provide in
writing to the HCA the names of members of Congress (in
whose district or State the contractor is located and the work
is to be performed), who wish to be notified of any award
under subparagraph (a)(4) of this subsection.

(2) Notify OCIA either by:

(1) Electronic mail to OCIA Contracts@gsa.gov.

(ii) Facsimile to (202) 208-1300.

(ii1) Hand delivery to 1800 F Street, NW, Room
6106, Washington, DC 20405.

(3) Except for awards under urgent and compelling cir-
cumstances, the contracting officer must provide the notice to
OCIA on the day of award and 24 hours before telephonic or
e-mail notice (if applicable) is provided to the contractor. If
the contracting officer cannot meet this timeframe, the con-
tracting director must notify OCIA by telephone or e-mail.

(4) For awards under subparagraph (a)(4) of this sec-
tion, provide a copy of the notice to the Regional congressio-
nal liaison office.

(c) Contents of notice. (1) Provide the information in
accordance with the format at http.//www.gsa.gov/forms.

(2) The notification to OCIA may contain sensitive
preaward information. The notification must be labeled
accordingly. OCIA and regional congressional liaison offices
are responsible for the security of such information and will
establish procedures governing its release before official noti-
fication of award. Unless otherwise authorized by the con-
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tracting officer, the release of such information before award
is limited to members of Congress and their staff.

(d) Release of awards. (1) The Associate Administrator
for OCIA will identify notifications which require priority
processing. OCIA will release such notices at the time and
date specified by the Associate Administrator.

(2) Unless notified to the contrary, the contracting offi-
cer may release awards described in paragraph (a) of this sec-
tion, or information related to them, after two full workdays
(48 hours) from the time and date of notification to OCIA.
This is done to ensure that the notification has occurred and
contract award has actually taken place. The date/time stamp
on the e-mail, facsimile transmission, or hand delivery receipt
establishes the time and date of notification.

Subpart 505.4—Release of Information

505.403 Requests from Members of Congress.

(a) The contracting officer shall consult with legal counsel

if the response would disclose any of the following:

(1) Classified material.

(2) Confidential business information.

(3) Contractor bid or proposal information or source
selection information as defined in FAR 3.104-3.

(4) Information prejudicial to a competitive acquisi-
tion.

(b) If the response involves proprietary or source selection
information, the contracting officer shall use the GSA Form
3611 for clarity and visibility.

(c) Refer the proposed response to the HCA and inform the
OCIA of the action taken.

Subpart 505.5—Paid Advertisements
505.502 Authority.

(a) Newspapers. The Senior Procurement Executive must
approve publication of paid newspaper advertisements in

505-2 (Change 45)

accordance with FAR 5.502(a). Approval is not required if
FAR 5.101 or GSAR 505.101 requires publication. Document
the contract file with the regulatory citation or written
approval to support the use of paid newspaper advertisements.

(b) Other media. Advance approval is not required to
advertise in other media.

505.503 Procedures.

(a) Substitute form. Unless the contracting officer makes
an award or order via electronic commerce or by using the
Governmentwide commercial purchase card, use GSA Form
300, Order for Supplies and Services.

(b) Invoice receipt by contracting officer. After receiving
an invoice and proof of advertising from a publisher, radio or
television station, or advertising agency, the contracting offi-
cer shall take the following actions:

(1) Certify the invoice for payment.
(2) Submit the invoice to Finance.
(3) Retain the proof of advertising in the contract file.

(c) Invoice receipt by receiving official. If a receiving offi-
cial receives an invoice from a publisher, radio or television
station, or advertising agency, he or she takes all the following
actions:

(1) Prepares a receiving report.

(2) Submits the invoice and receiving report to Finance
for payment.

(3) Gives the contracting officer a copy of the receiving
report for retention in the contract file.

505.504 Use of advertising agencies.

The services of commercial advertising agencies may be
used only if the contracting officer determines that the ser-
vices rendered by those agencies can either:

(a) Increase competition for contracts; or

(b) Improve the effectiveness of GSA advertising and mar-
keting programs.
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PART 506—COMPETITION REQUIREMENTS

Subpart 506.2—Full and Open Competition
After Exclusion of Sources

506.202 Establishing or maintaining alternative sources.
An HCA signs determinations and findings required by
FAR 6.202.

Subpart 506.3—Other than Full and Open
Competition

506.303 Justifications.

506.303-1 Requirements.

(a) Proposing a class justification. If you determine that
the facts supporting other than full and open competition
would be present in other GSA contracting activities, you
should propose a class justification. Recommend through
appropriate channels that the Senior Procurement Executive
approve a class justification for all GSA contracting activities.
This does not apply to justifications based on the authority of

41 U.S.C. 253(c)(7), which does not permit class justifica-
tions.

(b) Justifications based on 41 U.S.C. 253(c)(7). For a jus-
tification based on the authority of 41 U.S.C. 253(c)(7) (see
FAR 6.302-7), submit the justification for the Administrator’s
approval through the Senior Procurement Executive.

(¢) Justifications for contract actions subject to the Agree-
ment on Government Procurement. When you acquire