
E X E C U T I V E  G U I D E  

T 0 

A I D  P R O C U R E M E N T  

This book provides some basic guidance in AID 
procurement of goods and services. It is 
intended as a starting point and reference 
document for senior executives. It is not a 
comprehensive description of the procurement 
process. Your bureau is directly supported by 
procurement professionals listed at Tab A .  
Call them for assistance. 

March, 1989 

This is not an official publication of the 
Agency for International Development. 
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AID utilizes a large array of acquisition and assistance 
instruments ranging from simple cash transfers to technical 
sexvices contracts awarded through "full and open" 
competition. AID involvement in these instruments also varies 
widely. For example, AID financed $299 million in "host 
countryw contracts during FU 1988, These host country 
ccritracts are not signed by AID and, unlike U.S, Government 
contracts, are not subject to the Federal Acquisition 
Regulations (FAR). Similarlyp Commodity Import Programs (CIP) 
expected to total $295 milkion in FY 1990, will provide 
financing for goods purchased from U.S. suppliers by public and 
private importers in third world countries. Such CIP 
transactions do not involve AID as a direct party, but do 
require supplier compliance with pricing provisions and other 
requirements of "AID Regulation One." Contracts, grants, 
cooperative agreements, and Participating Agency Service 
Agreements are but a few of the agreements which are negotiated 
and signed by AID contracting officers located in Wa~hington 
and overseas. AID, as a party to these agreements, has broad 
authority to direct implementation actions under some 
agreements, e.g., contracts, and virtually no right to 
interfere in the execution of other agreements, i.e., grants. 

In FY 1988, contracting officers in Washington and overseas 
signed contracts, grants and other acquisition and assistance 
agreements totalling $759 million and $394 million 
respectively. Most of the contracts and other agreements 
signed overseas are funded through bilateral project 
agreements, and as a consequence, may be signed well after the 
end of the fiscal year for which the funds are appropriated, 
Conversely, the majority of contracts and other agreements 
signed in Washington are a funded through bilateral 
agreements and must be "obligated" (signed) in the year of the 
appropriation. This latter funding process produces an annual 
fourth quarter "busy season" for the AID/Washington procurement 
staff. In srder to manage the annual workload, contracting 
officers cooperate with all offices in AID to plan for 
submission of procurement requirements to OP as early as 
possible in the fiscal year, but not later than certain 
deadlines. These 8eadlines are established not only to ease 
the burden sf the year end "crunch", but also tc anticipate the 



minicum time necessary for completion of required solicitation, 
negotiation and award prior to September 30 or other dates by 
which AID must obligate fixed percentages of apprcpriated funds. 

Senior Executives of AID may find the wide selection of 
procurement options initially confusing. This Executive Guide 
to AID Procurement includes an index and Tabs to help you find 
basic facts concerning procurement procedures. Tab A may be 
your most important reference point; there you will find the 
names and telephone numbers sf the procurement professionals 
who provide services for your organization. 



It9ANAGEMENT BUREAU 
DIRECTORATE FOR PROGRAM AND MANAGEMENT SERVICES 

OFFICE OR PROCUREMENT - (M/SER/QP) 

Procurement Organization Within AID 

Federal law requires all executive agencies to designate a 
senior procurement executive to be responsible for managerneck 
direction of the procurement system. In A I D ,  John Owens, 
Associate Assistant to the Administrator for Management, serves 
as the Procurement Executive. He performs the Procurement 
Executive function through the Procurement .Policy, Planning and 
Evaluation Staff (M/SER/PPE) and the Qffice of Procurement 
(M/SEh/OP). James Murphy, the Chief of M/SER/PPE, is also the 
Agency's Competition Advocate. He and his staff (1) formulate 
AID procurement policies, (2) evaluate the adequacy of AID'S 
worldwide procurement systems, and (3) control the process by 
which AID employees are delegated authority to sign grants, 
contracks snd other procl?rement agreements. 

This Executive Guide to AID Procurement generafly describes 
actions performed by M/SER/OP and Foreign Service Contracting 
and Commodity Management Officers located in overseas 
Missions. Terry MeMahon is &he Director of M/SER/OP. 

Functions of the Office of Procurement 

WID implements projects and programs through a wide variety 
of contracts, grants and other procurement instruments, The 
five divisions sf the Office of Procurement (OP) are 
operationally responsible for soliciting, negotiating, awarding 
and adminirtering many of these agreements an6 for backstopping 
56 WID Foreign Service Contracting and Comsdity Management 
Officers who perform similar functions in overseas Missions, 
Very briefly, these five OP divisions perform services as 
dol13ws: 

o 

Five branches provide direct contracting and grant 
agreement support for all central bureaus in ALD/W. 



o Qverseas Contracts Division 4OP/OS): 

Three branches provide contracting and grant agreement 
support to AIS's three geographic bureaus and backstop 
all contracting officers located overseas. 

This division provides the Washington contact with 
U.S. eommodi5y suppliers and foreign embassies in 
carrying out AID'S worldwide Cornrnodity Import Programs 
( C I P ) .  Pharmaceuticals and other project-funded 
comoditkes procured through G S A ,  FDA and other 
centralized sources are also processed by OP/COMS. 

o ~rans~ortation Division (OP/TRAMS): 

Transportation officers assist foreign embassies in 
advertising and selecting vessels for shipment of 
AID-financed cargoes. The di.vision also manages the 
PL 480 Title I1 freight forwarding contract and 
monitors AID compliance with the Cargo Preferene2 Act. 

o Procurement S U P P O ~ ~  Division (OP/PS) :  

Two branches maintain AID" worldwide contract 
information system and assist contracting officers in 
establishing and maintaining overhead rates. 

See Tab A for a l i s t  of OB officers who s u p p o r t  your bureau. 



~ Qffice of-Procurement (OP) Staff and ~ssignments 

Eniergencies (Duty Office~s after hours and weekends) 

Contracts Morton Darvin Home Tel. No. 703/978-3783 
Commodities Jack Warner Hame TeP. No. 703/847-0256 

S m , n d  Staff Wssianments 

OP Director - Terrence McMahon 
Deputy Director - Francis Moncada * 

Washinuton Contracts (OP/W).: 
Division Chief - Kathryn Cunningham 

Contractina Officers and Assignments 
Steve Dean - S 6 T  (Health, Population . 875-1220 

& Education) 
Jay Bergman - S & T  (Agriculture & 895-1155 

Nutrition) 
B I FAD 
RESEARCH & UNIVERSITY 

RELATIONS (RUR) 
Edward Thomas - S&T (E~ergy, Forestry 875-1011 

Nat. Res., Rural Dev.) 
OFFICE OF INT'L TRAINING 
SCIENCE ADVISOR 

Jim Corley - All %&T IQCs, PPC, BRE, 875-5117 
QSDBU, T D P ,  PTIP 

Carolyn Eldridge - FVA, SER, FM, BM, 875-1122 
IG, EQB, XA 

* The D e p u t y  Director supervises the two contracts divisions 
and is directly responsible for procurement services 
provided to OFDW and TFHA (Contra humanitarian assistance)* 



Qvefseas Contracts (B?/m: 
Division Chief - Morton Darvin 

Contracting Officers and Assisnrnents 
Judy Johnson - ANE 
Jean Hacken - APR 
Peter Howley - LAC' 

Conunoditv S u ~ w ~ r t  Division (OP/CUMS) 
Division Chief - Joyce Frame 
Deputy Chief - Robert Richardson 

Branch Chiefs 
Jack Warner - QP/COMS/O 

(Overseas Branch) 
Tony Bileeky - OP/@OMS/T 

(Technical Support Branch) 
Steve Kinsley - OP/COMS/M 

(Monitoring Branch) 

Transpartatian Division QOP/TMNS) 
Division Chief - Howard Cradick 

Senior Assistants 
Gerard (Pete) Bradford 
Robert Goldman 

Procurement Sugport Division (OP/PSL 
Division Chief - Barry Knauf 

Branch Chiefs 

James Deery - OB/PS/OCC 
(Overhead b Special Costs 
& Contract Close-Out Branch) 

Srini Vasan - BP/PS/SUP 
(Support Services Branch) 



TAB B 

Obtainina the Services o f  an ~ndlvidual 

Services of an individual fall within two categaries -- 
ggers~nal services and non-aersonal services. AID may issue 
personal services contracts (BSCs) for services to be performed 
overseas onlv.  AID may not contract for personal services to 
be performed in the United States. Only non-personal services 
may be performed under contract (purchase order) in 
AIDJWashington. 

Personal services are those services which, because of the 
terms of the contract or the administration of the contract, 
establish an ernployea/ernployee relationship. 

Non-~ersonal services of an individual are those services which 
are performed independently based on a scope of work that 
u s u a l l y  requires an end product or service. An example would 
be to perform an analysis and submit a report to AID. 

&on-~ersonal services of an individual may be ~btained by 
contract or, more commonly, by a purchase o -r der . Purchase 
orders may be issued for amounts up to $25,000. There are two 
major categories of purchase orders - services under $10,000 
and services between $lQ,OOO and $25,000. 

Purchase orders for non-personal services must be issued 
competitively as follows: 

o Undez $10,004, the competition is informal. The 
oEfice which requires the services should consider the 
qualifications, experience and availability of at 
least three individuals. The requiring office should 
contact these individuals and prepare a memorandum 
which describes the results of the informal 
discussions and basis for selection of the person to 
receive the puxehase order. 



o PO requirements for amounts between $10,000 and 
$25d008 must: be posted on a bulletin board in OP for 
ten days, Equal consideration must be given to any 
applications received as a result of that posting. 
All responses will be forwarded to the requiring 
office for evaluation in accordance with the 
previously established evaluation criteria. Only 
responses received by OP within the PO days of the 
posting will be considered for award of the PO. 
Proposals submitted directly to the requiring office 
will not be considered for award. The requiring 
office should submit a memorandum documenting the 
results of the evaluation to OP. 

o In order to issue a purchase order, OP needs a 
contractable scope cf work, a fund citation, and 
selection criteria used (or to be used for PQs ov2r 
$10,008). The normal OP p~oeessing time for PC= is: 

PO working days for POs un6er $10,800 
3 to 4 weeks for POs in amounts between $10,000 

and $25,000 

If a personal services contract CPSC) f a r  ~erformance overseas 
is desired, the requiring office will need to submit a PIO/T 
with scope of work, personnel qualifications, budget and 
funding to OP. AID may recruit individuals in %he UniteC! 
States for personal services to be performed overseas using 
limited competition procedures, Under such procedures, AID may 
(1) invite applications through solicitation in a U.S. 
publication, or (2) consider at least three individuals by 
conducting informal solicitation similar to that described 
above for purchase orders. Either form of solicita&isn may be 
used without regard to the dollar amount of the contract. 

Some special considerations for use of PSCs follow: 

o PSCs generally are considered special government 
employees, and are entitled to the allowances, 
support, and benefits of a direct hire employee. 

o BSCs may not sub-contract. 



Q PSCs fcr periods in excess of 90 days require security 
clearance. 

The normal OP processing time for a PSC is 2 - 3 weeks. 
Additional time may be required if a security clearance is 
needed. 



Contracts for Services 
with 

Firms, Universities and Non-Profit Oraanizati~ns 

All contracts must be solicited, negotiated and awarded through 
dull and open com~ekition unless subject to one of the 
exceptions listed under Tab H , "Contracting by Full and Open 
Competition - Exceptions." 

Steps in the contracting process are as follows: 

1. Your bureau office sends a PIQJT to the Contracting 
Officer . 
The Office of Procurement (OP) needs a complete 
description of the required services including a 
contra etable statement Csco~e) of work, a buW2!t, 
adequate funding and evaluation criteria upon which 
proposals will be evaluated. The evaluation criteria 
should be developed in consultation with OP; the final 
selection of the contractor must be based on this 
criteria only and cost considerations. 

2. The Contracting Officer determines if an 8(a) or small 
is feasible. 

Prior to issuance of a Request for Proposals (WFP), it 
is necessary to determine if there a n e  $(a) firms o r  
an adequate number of small business firms to warrant 
a "set aside." This determination is made by the 
Contracting Officer in consultation with the project 
officer and A.I.D.'s Office of Small and Disadvantaged 
B~..,iness Utilization (OSDBU). If an 8(a) firm is to 
be used, there will be no formal (full and open) 
competition. (See Tab J, "8(a) and Small Business 
Contracts.") If there will be a set aside for small 
businesses, all of the following steps will be taken 
except that competition will be restricted to firms 
which qualify as small businesses under standards 
established by the Small Business Administration (SBA). 
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The Contracting Officer, often assisted by the project 
offices and other members of the evaluation committee, 
will discuss proposal deficiencies with individual 
offerors, but will not disclose the names of other 
offerors or information concerning other proposals. 

7 ,  Those offerors are given an opportunity to submit 
"Best and Final OffersQ* (BAFOqs). 

Offesors may revise technical and cost proposals and 
submit BAFO1s. 

8. - BAFO's -- are evaluated a nd award is mad* to the offeror 
whose proposal is most advanhgeous to the Government, 
as determined on the basis of the stated technical 
evaluation criteria and cost factors. 

The evaluation committee will again score the "I~est  
and finalw technical proposals using the same 
evaluation criteria, The comrmittee will then submit 
their reports to the C o n t r a c t i n g  Officer who will 
evaluate the scores with the offerors' cost 
proposals. The Wntractina Bffice~ will then award a 
contract to the offerox whose proposal ir most 
aavantageous to the Government, 



TAB D 

Grants and Coo~erative Aareements 

In order to define grants and cooperative z~reements, it is 
necessary ts define Assistance as opposed to Armisition. 
Acquisitio.~ is the obtaining of goods and services for the use 
of or the benefit of the Agency. Assistance is the 
transferring of funds ( c r  other valuables) to another party for 
t h e  implementation of their program which will contribute to 
the public good (furtherance of the objectives of the Foreign 
Assistance Act). Acquisition is governed by the Federal 
Acquisition Regulations. :.:sistance is governed by AID 
Handbook 13, QMB Circular A-130, and the Grant and Cooperativ2 
Agreement A c t  of 1977. 

In a grant, the agency aqrees to fund, in whole or in part, a 
program of a PVO, university or institution that will 
ccntribute to a public purpose. Responsibility for program 
implementation rests with the grantz?e, and AID may not " 

interfere- We may not direct or require prior approvals, etc. 

A Cooperative Agreement is identical to a grant with the one 
difference being a degree sf substantial involvement by AID. 
Substantial involvement includes such matters as spproval of 
key personnel, or one phase of the program prior to funding a 
second phase. It should be noted that these are areas of 
involvement, not control. 

Grants and Cooperative Agreements are assistance arrangements. 
Contracts are for the acquisition of services or goods. 

Grants and Cooperative Agreements are not contracts and may not 
be utilized to obtain aoods or services for the use of or 
benefit of the agency. 

Grants and Cooperative Agreements are not enforceable shocPd 
performance not be what was desired or should our objectives 
change. 

Grants and Cooperative Agreements mnnot be unilaterally 
urminated for the convenience of the government. 

While nm~etitisn is encouraged, it is nct required by law or 
xeguhation. When competed, the selection is made totally on 
technical merits (costs are not evaluated). 



TAB E 

X U e  fini Ouantit~ Contracts ( I QCs) 

A.I.D. currently has approximately 100 Indefinite Quantity 
Contiacts (IQC's) to provide uuick deliverv of short t- 
~ervices. These IQC's coves 34 functional categories as listed 
on the following four pages. Nearly all of the IQC's are 
awarded and administered in AID/W, but Missions as well as 
AID/W offices may request such contract services. Ari IQC is 
implemented through issuance of Delivery Qrders by the 
Contracting Offices. These delivery orders are issued after OP 
receives funded Project Implementation Orders (PIB/Tqs) 
prepared by the requiring office or Mission and approved by the 
responsible technical office, e.g., S&T, as shown on the 
following list of IQC's. 

Some unique IQC provisions and procedures are worth note: 

o These contracts are awarded competitively or under 
exceptions (including $a  and small business set 
asides). Delivery orders are issued without further 
competition. Missions and AID/W offices may generally 
select; one of the listed IQC's for issuance of a 
delivery order. 

Q Delivery orders issued unter the IQC must be within 
the $coDe of work of t hz  basic contract. A delivery 
order may change or modify the original contract. 

8 Services provided under a delivery order are generally 
limited to a time span of four months. An IQC should 
not be used as a s~bstitute for a project-specific, 
technical assistance contract. (Note that A.I.D. also 
utilizes "Ribbon" contracts which may prcvide longer 
term services to Missions under a "buy-in" mechanism - 
see "6uy-In Contracts (Ribbons)" at Tab I .) 

o A.I.D. is committed to payment for a minimum amount of 
services ($10,008) undef each IQC. When two or more 
IQGqs are awarded for similar services, technical 
offices must ensure that work is balanced among 
contractors to meet minimum reguire:.;ents. 



8 An IQG establishes a maximum amount of senices to be 
s u p p l i e d  by t h e  c o n t r a c t o r .  

o A.I.D. may specify to an IQC which imvidua4.s 
will be provided under t h e  delivery order. The PIO/T 
must contain a certification that W.I.D. did not 
idelntify the personnel to be provided. 

o Delivery orders are normally processed by OP within 
2 to 3 weeks after receipt of a PPO/T. 

See IQC list on following pages, 
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&st Country ~ o z l p - k x a . ~ . ~ e r v i c ~  

A.I.D. finances contracts between less developed countries and 
contractors. These "Host Country Contracts" are not subject to 
the Federal Acquisition Regulations (FAR), but are subject to 
the requirements of AID Handbook 19. 

. Instead, 
Mission officers review documents and provide or deny approval 
at several stages of the contracting process. USAID approval 
is particularly essential for the solicitation (RFP) and the 
contract, prior to award. 

Host country contracts must contain a limited number of clauses 
required by U.S. Government statute o r  regulation. Many other 
clauses are routinely included to ensure sound contracting 
practices and compliance with A.I.B. procedures as set out in 
Handbook 11, 

A host country contract includes pavrnent ~rovisions, but 
because A.I.D. is not a party, tne contract alone cannot commit 
A.I.D. to pay the contractor. The payment obligation is 
established by W,I.D. when the Mission Controller (or AID/W, 
FM) issues a Letter of C s m i t m e n k  to the contractor. (See 
"Letters of Commitment" at Tab C .)  

Host country contractors are unable to file protests of awards 
under provisions of the FAR or other regulations. (For 
example, the Comptroller General will not consider a protest 
filed by a U . S .  company which has been unsuccessful in 
competing for a host country contract award.) Instead, 
contractors may file protests with host country contracting 
agencies. 

Contractors expect that A.I.D. requirements and approvals will 
ensure the integrity of the host country procurement process 
and that A.I.D. will examine and rectify irregularities. 

The competition procedure normally provides for competition on 
technical merits enly. The host country contracting agency 
establishes a "short listingQw of the t o g  ncnked firms based on 



the results of the technical evaluation. Negotiation of cost 
is then undertaken with the top ranked firm only. If agreement 
cannot be reached, neqotfations with t h a t  firm are discontinued 
and negotiations begin with the next highest ranked firm. 

A.I.D. Contracting Officers may provide advice and assistance, 
in the solicitation, award and administration of host country 
contracts. But, these are not U.S. Government contracts and 
Contracting Officers are not held responsible for selection of 
the contractor, compliance with A.I.D. regulations or any other 
action in the procurement process. 



TAB G 

Letters 9 - h a  

AID direct contracts, grants and cooperative agreements 
include payment terms and $he comitment of RID to make direcL 
payments to the other party. Most Country Contracts and 
Commodity Import Programs (CIP) do include AID as a party 
to the ~rocurement contract, and therefore cannot establish 
AID'S commitment to pay the U.S. contractor or supplier, The 
AID comitment to pay and the procedures for payment are 
established under a Direct Letter sf Commitment or Bank Letter 
of Commitment as follows: 

pireet Letter of Commitment (Direct L / C o m ?  

The Direct L/Comrn is issued to a contractor or supplier by 
the APD!W Office of Financial Management (FM) or by a Mission 
Controller, The L/Com refers to the contract or other 
agreement and often "incorporates by referencew provisi~ns sf 
the host country contract. TkL2 contractor or supplier must 
sigc and return a copy af  the L/Com to the Controller 5cfcre 
the L / @ o m  becomes a valid commitment by AID to make payments 
to the contractor or supplier upon presentation to AID of 
specified invoices and other documents. 

Bank Letter of Commitment (Bank L/<f.~mmb 

A Bank L/Cornm is issued to a United States bank by the 
AID/\. Office of Financial Management (FM). The Bank E/Comm 
commits A I D  to reimburse the bank for payments made by the bank 
to U.S. suppliers under irrevocable letters of credit issued by 
the bank. This procedure is most frequently used for the 
Commodity Import Program or for project-funded csmodity 
purchases by host countries involving Barge numbers of 
individual transactions, 

In practice, the Bank L P C o m  process frequently folPows 
these procedures: 

1, After a C I P  agreement is signed with the host country, 
the Mission requests FM ts open one or more Bank 
L/Comms in specified amounts with U . S .  banks 
designated by the host country. 



2. An importer who has obtained approval from the host 
country and AID /Mission, enters into a purchase 
agreement with a U . S .  supplies. (See C I P  procedures 
at Tab PI ) .  The purchase agreement provides that 
payment will be made in U.S. dollars under a letter of 
credit issued by the %/Corn bank in the U.S. 

3. The importer visits a designated bank in his country 
and requests the bank to open a letter of credit 
throuah the L/Comm bank in the U.S. The importer may 
be required to pay part or all of the commodity cost 
in local currency at the time the letter of credit is 
opened, at some date prior to delivery, or over some 
extended period under established credit terms. 

4. When the supplier receives the irrevocable letter of 
credit drawn on the L J C a m  bank and makes shipment, he 
may present his invoice, a supplier's certificate, a 
bill of lading and other required documents to the 
L/Comm bank and obtain prompt payment. 

5. The L/Cornrn bank immediately presents the supplier 
payment documents to AID/W and receives immediate 
reimbuzsernent, 



TAB 13 

Centracting bv Full and Open Cornpetiti~n - ~xce~tio:13 

The Competition in Contracting Act of 1984  (CICA) requires that 
all procurement for goods and services be done through full and 
open competition, unless one of the exceptions listed therein 
apply 

Full and open competition means that all requirements must be 
competed and that any firm, institution, etc. may propose and 
has to he equally considered. 

The exceptions to full and open competition are: 

P Sole source - only one source capable of filling the 
requirement. Under certain circumstances follow-on 
procurement may be obtained under this exception. 

2 ,  Unusual 'and compelling urgency - the requirement is so 
urgent that delay in award would cause serious injury to 
the U.S. Government. 

3 ,  Industrial mobilization, or engineering development, or 
research capability. 

4. International agreement. To be used when the terms of an 
international agreement or treaty require contracting other 
than through full and open competition. 

5. Authorized or required by statute, such as  Federal Prison 
Industries, the 8 g a )  program, blind-made products, etc. 

6. National Security. Mostly DOD type activities. 

7. Public interest. Requires determination by the Head 
of the Agency and 30 days advance notice to Congress. 

In addition to the above which are specifically provided for in 
CICA, the Foreign Assistance Act and AID regulations provide 
the following exceptions to full and open competition. 

1. Personal Services to be performed overseas. 



2. Services less than $100,000 procured by an AID ~ission. 

3. When a determination is made by an AA or the 
Administrator that procurement from any other source 
would impair the objectives of the Foreign Assistance 
Act. 

4 .  To support disaster assistance efforts under certain 
circumstances. (Applies to the Office of Foreign 
Disaster Assistance, OFDA, only 

THE COMPETITIQN IN CONTRACTING ACT EXPRESSLY PROHIBITS THE 
WAIVER OF FULL AND OPEN COMPETITION AS A RESULT OF FAILURE TO 
PROPERLY PLAN OR THE FACT THAT FUNDS WILL BE LOST IF NOT 
AWARDED WITHIN A CERTAIN TIMEFRAME. 

Authorization: 

All waivers of cornpetitio~ under the seven CICA excepti.ons 
Listed above or the FAA "impairment" exception established by 
AID require justification. The office proposing an exception 
to full and open competition must prepare a paper describing 
the basis for the waiver request. The authority for issuing 
waivers rests with: 

1. Procurement officers for the seven CICA exceptions. 

and 

2. The Administrator or AA for "impairment" exceptions. 

Any intent to waive competition under an authorized exception 
should be discussed with your contracting officer a t  the outset 
of procurement planning. 



TAR I 

Buy-In Contracts (Ribbons) 

A "ribbon" contract is a direct, professional servf.@es contract 
which is issued and managed in WPD/N, but designed to permit 
missicns to obtain services through "buy-ins" from the 
contractor without further competition. 

Ribbon contracts normally include two basic components: 

1. A "corem element of services to be performed by the 
contractor for A.I.D. utilizing funds provided by the 
central bureau. 

2. An additional defined level of effort to be performed 
by the contractor utilizing funds which are zdded to 
the contract as Missions "buy-in" to the contractor's 
services with country program funds or with funds 
provided to Missions for project development and 
support (PD&S). 

AID/W bureaus, other than the oureau responsible for the 
ribbon, may a l s o  "buy-in" with regional or other funds managed 
at the bureau level. For example, the Africa Bureau (AFR) 
might wish to obtain health services for a regional program 
under a ribbon contract managed by the Science and Technology 
Eureau ( S & T ) .  If the desired health services match the scop~ 
of work of the rio~on contract, AFR can obtain the services 
without further competition through a buy-in. 

Some important reminders and suggestions follow: 

o Buy-ins must be within the s c o w  of the original 
contract. 

0 Buy-ins must be within the total estimated cost and 
level of effort of the original contract. 

o Requests from missions or AID/W offices for buy-ins 
must be discussed with the ribbon contract project 
office and OF and directly with the contractor. 

-11- 



0 Missions or buseaus which buy-into a ribbon contract 
have no direct relationship to the contrsctor. 
Rsther, they must deal with the contractor through the 
central bureau sponsoring the contract and through OP. 

o Mission buy-ins utilizing project agreement (pro-ag) 
funds must be added to the ribbon contract through 
separate work orders, and contractors must cite these 
work orders on invoices in order for A.I.D. to 
rnainkain separate accountability for country funds. 

o Buy-ins utilizing non-pro-ag funds are normally 
executed through simple amendment to the ribbon 
contracts. 

8 Missions and bureaus should discuss proposed buy-ins 
with the AID/W office which manages the ribbon 
contract before submitting a formal request. This 
will save time and frustration by permitting the 
project officer to review the request to determine if 
(1) it is considered within the scope of work of the 
contract, and (2) the value of the buy-in can be 
accoimodaked within the remaining total estimated cost 
and level of effort of the contract. 

o Agency personnel other than 0:' must not discuss a 
buy-in with the prospective contractor, nor provide 
the contractor with the PPQ/T or related 
documentation. The final determination as to the 
acceptability of a buy-in rests with the contracting 
sf ficer. 

Normal processing time in OP: Non-pro-ag buy-ins - 30 days 
Pro-ag-funded buy-ins - 60 days 



TAB J 

8 ( a )  and Small Business Contracts 

U' Contracts 

Section 8(a) of the Small Business Act permits certain 
minority-owned firms to obtain government contracts without 
e o r n ~ e t i t i o n .  Some important points to remember: 

o An $ ( a )  contract is a contract between AID and and the 
Small Busincss Administration (m). The $(a) firm is 
identified in this contract as the subcontractor of 
SBA . 

8 To obtain such (sub) contracts, firms must apply to 
SBA for $ ( a )  certification as socially or economically 
disadvantaged businesses, Additionally, such firms 
must qualify as "small businesses1* within the 
Standardized Industrial Classification (SIC) code 
covering the type of services required by the AID 
contract. (See Small Business Contracts below.) 

0 Specific 8(a) subcontractors are usually identified 
(selected) by AID. AID then requests approval from 
SBA to negotiate with the identified firm. Once 
negotiations are completed, AID provides SBA with 
c~ntract and s u b c o n t r a c t  documents for signature by 
SBA and the subcontractor. 

0 As an alternative to selecting a single firm, AID ~ @ y  
request SBA approval to teshnicalPy and informally 
com~ete the contract among a limited number of & ( a )  
firms selected by AID. (Cost or price competition is 
not permitted by SBA,) For sxarnple, AID may identify 
three $ ( a )  firms and, with SBA approval, request 
technical proposals from all three. In this example, 
AID would then select the firm with the best proposal 
and advise SBA of our decision- 

o Non-minority, women-owned firms normally do not 
qualify for SBA, $(a) cert?fication, 



o All $ ( a )  firms qualify as minority firms for meeting 
AID'S "Gray Amendment" goals. Conversely, many "Gray 
Amendment" qualifying organizations are not $(a) 
firms. [Gray Amendment organizations include 
Historically Black Colleges and Uciversities (HBCU's), 
non-minority women-owned firms, and minority firms 
which do noc meet SBA small business limitations.] 

Small Busines~~~tt-Aside Contracts 

In addition to the 8(a) program described above, the U. S. 
Government has a program for small business set asides and a 
requiremen? for prime contractors to submit plans for small 
business subcontrac;king. 

Unlike the $ ( a )  program, a small business set aside is an 
openly competitive process among all interested firms which 
qualify as small businesses for the type of services required 
by the contract. To qualify, a firm must not exceed, by sales 
category, specific Standard Industrial CPassificatisn (SIC) 
codes as prescribed by SBA. 

Unlike the 8(a) program, contracts awarded under small 
business set asides are direct contracts with firms and not 
contracts with SBW. 

Normal OP processing time: 

8 ( a )  contracts - 30-90 days 
Small business set asides - 4-6 months 



TAB K 

PASAs and RSSAs 

PASAs and R S S A s  are interagency agreements which enable AID to 
use the unique resources of other Federal agencies. 

A PASA (Participating Agency Service Agreement) is an agreement 
with another Federal agency for specific services or support, 
generally overseas. Most PASA agreements are funded under a 
single authorized project. The assistance is tied to a 
specific project goal to be performed within a definite time 
frame. A PASA may provide for buy-ins from missions. 

A RSSA is a Resource Support Service Agreement. RSSWs are used 
for obtaining general professional support assistance on a 
continuing basis from another Federal agency. These agreements 
normally involve performance in AID/W and are funded by AID/W 
bureaus and offices. RSSA personnel may occasionally provide 
TDY assistance to missions. RSSAs may NOT provide for buy-ins 
from missions. 

PASAs and WSSAs are governed by HB 12. 

AID must not use a PASA or RSSA unless the following conditions 
are met: 

The services desired must meet the definition of "technical 
assistance." 

The other Federal agency must have unique capabilities or 
be particularly well suited to carry out the technical 
assistance activity (i.e., be clearly and substantially 
superior to AID, the private sector or another Government 
agency in fulfilling the requirement). 

The furnishing of services or commodities to AID must not 
unduly interfere with the providing agency's domestic 
p r o g r a m s .  (The ether agency must h a v e  excess capacity.) 

All RSSAs and PASAs are financed by program funds. (Under AID 
policies, PASAs and RSSAs may be used for AiD management 
support purposes requiring use of operating expense funds 
without specific waiver by AA/M.) 



Subcontracting under PASAs may be appropriate if the 
Participating Agency is making a real contributi~n in 
identifying and managing the subcontractor in a very 
specialized field. If, however, the Participating Agency is 
itself providing little input, consideration should be given to 
using an AID direct contract. AID must g a y  a Participating 
Agency overhead for any subcontracting performed by t h a t  agency. 

Subcontracting is generally not appropriate under a RSSA. 



TAB E 

TITLE X I 5  
SELECTION PROCEDURES 

Title XI1 of the Foreign Assistance Act is designed to increase 
the involvement of U.S. agricultural universities with AID in 
the area of international food, nutrition, and agriculture 
development. 

Title XI1 selection procedures provide us with the legal basis 
for limiting competition to educational institutions. 

While these procedures are available for use by any contracting 
officer, they are used almost exclusively by contracting 
officers located in missions. 

The staff of the Board for International Food and Agriculture 
Developmealt (BIFAD) should participate in the planning award of 
Title XI1 procurements. 

There are two types of procurements conducted under this 
limited authority; the general selection procedure and the 
collaborative assistance procedure. Each requires competition 
among Titie XI1 institutions to the maximum extent possible. 

The general sePectlon procedure provides for issuance of a 
Request for Technical Proposal (RFTP) from universities, 
ranking those proposals based upon technical merit and then 
negotiating with the top ranked institution. 

The collaborative assistance procedure permits the university 
to design a project and, subject to AID approval, then 
undertake project implementation. 

Under the collaborative assistance procedure, a Request for 
Expression of Interest (REII) asks universities t~ submit only 
their expression of interest rather than a full proposal. 
Negstiations are conducted only with the top ranked university, 



TAB M 

The Commoditv Irn~ort Bragram (CIP) 

Commodity Import Program ( C I P )  Agreements provide AID financing 
for manufactured goods, bulk grains and other commodities. 
Private sector CIB Agreements permit private sector importers 
to purchase eligible commodities in the United States through 
commercial practices. Public sector CIP Agreements enable host 
country ministries and other public sector importers to obtain 
commodities through formal competitive bidding and other 
government procedures. Procedures vary considerably depending 
on host country capabilities and requirements, but typical 
steps in the procurement process may be briefly described as 
follows: 

Public Sector CPP P m c e d w :  

l The (public sector) inportnr, after obtaining approval 
from the host country authorizing office, brings an 
approved request for financing to the AID Mission. 
The USAID Commodity Management Officer (CMQ) reviews 
the request to determine adequacy of equipment 
specifications or other requirements necessary for 
formal solicitation. 

2. The Mission-approved statement sf requirements is sent 
to the OP Commodity Support Division (OPJCOMS) for a 
further review of specifications and assistance in 
preparation of the Invitation for Bids (IFB). 

3. The Comodlty Management Officer in OPJCOMS delivers 
the I F B  to the host country embassy for distribution 
to those who request a copy of the IFB. Notification 
of the export opportunity is advertised in the 

and AID publications. 

4. In the ease of bulk commodities where responsibility 
for is often net; assumed by the 
supplier, separate IFB*s may be prepared and 
distributed to U . S .  and foreign-flag carriers. (WID 
normally finances only U . S ,  flag transportation and 
reauibes that at least 50 percent sf all commodities 
be transported on U.S. carriers pursuant to the Cargo 
Preference Act.) 



5. .Sealed bids are submitted to the host country importer 
or to the Embassy in Washington depending on 
instructions contained in the IFB. 

6. An AID (or Mission) Commodity Management Officer or 
other representative attends the public opening of the 
sealed bids. 

The host country importer identifies the 1owes.L 
p r i c e d ,  K ~ S W O  nsive and reswo~s ible bid . A bid which 
does not meet IFB requixen~errts f c r  s,ecitications, 
delivery schedule, source/origiz, bonding and the like 
is responsive. A bidder with insufficient 
resources (for example) may he considered not 
responsible. T h e  award m u s t  be made to the bidder 
offering the lowest price so long as the bidder is 
found to be responsive and responsible and the lowest 
price is found to be reasonable. If no bidder meets 
these requirements, the IFB may be cancelled. 

8. The host country importer obtains USAID (or AID/W) 
approval of a contract award as determined b y  the 
above procedures. 

9. The importer procures the commodity, the supplier 
receives payment under AID Letter of Commitment 
procedures (see Tab A), and the Mission monitors the 
receipt and disposition of the commodities. 

Private sector importers normally arrange for procurement 
through commercial procedures. A bank in the host country may 
be designated to approve importer applications for credit and 
to establish letters of credit for U.S. suppliers under 
AID-issued bank Letters of Commitment (see Letters of 
Commitment at Tab G ) .  

Ail AID requirements for U . S .  source and origin, commodity 
eligibility, cargo preference and other provisions of public 
sector CIP Agreements also apply to private sector CIP 
Agreements. Accordingly, AID payment procedures require 
submission of identical supplier certificates and other 
documents for OP monitoring under both forms of 61P. 
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TAB 0 
CONFLICTS OF INTEREST 
Limits r3f A u L h W  

(and related ~roblems) 

The Tzderal procurement process imposes severe constraints 
on commitments, disclosure of information, and real or apparent 
conflicts sf interest between government employees and 
contractors. AID employees have been investigated for 
accepting lunches from contractors and have been convicted for 
actions involving federal employment of their spouses. 
Promotional activities which are common business practices in 
the private sector are often prohibited in relationships 
between contractors or prospective contractors and AID 
employees. All AID employees must avoid conflicts of interest 
or the appearance of conflicts of interest. Any possibility of 
such conflicts, however remote, should be discussed with the 
Office of the General Counsel. Some suggestions for avoiding 
problems follow: 

o Warranted contracting officers have the delegated 
authority to perform contracting actions on behalf of 
AID. Mission Directors and executive officers have 
limitea dollar authority far certain contracts 
overseas. Other AID employees should direct any 
individual or organization to commence work, to 
perform functions outside the scope of an existing 
contract, to cease work, or to incur costs not 
authorized under an existing contract. Such actions 
may (1) violate the Anti-deficiency Act, (2) expose 
the AID employee to personal liability, (3) require 
action by the Procurement Executive to ratify an 
unauthorized contract action, or (4) result in 
litigation. 

o AID ewpkoyees must not accept lunches, gratuities or 
fzvors 2rom contractors or prospective contractors. 
Conduct business with contractors in the office, not 
over lunch, to avoid the appearance sf a conflict of 
interest. 



o Avoid any involvement in contract awards with 
organizations (1) in which you have a financial 
interest or (2) which employ members of your family. 

o The Agency occasionally finds that a prospective 
contractor has obtained a copy of the PIB/T including 
the estimated contract budget. AID employses must not 
provide such planning documents or similar information 
to outside parties. 

o AID employees serving on panels which evaluate 
technical proposals submitted by prospective 
contractors are advised that they must not reveal the 
number of competitors, the names of competitors, 
evaluation scores or any other information concerning 
the procurement action. AID employees must not 
divulge any information concerning a prospective 
contract with any of the competing parties or with 
anyone else. 

o Contracting officers are responsible for conducting 
neaotiations with prospective zsntractors and with 
debriefinq those (Losers) who request debriefings 
after award. Other employees must hold such 
discussions with offerors. Casual conversations may 
(1) compromise AID'S bargaining position, (2) 
introduce an unfair competitive advantage for one 
contractor over others, or (3) precipitate a protest 
before or after award. Protests filed by contractors 
may (1) prevent award of a contract, (2) prevent 
commencement of work under an awarded contract, or ( 3 )  
require that the entire procurement action be 
recompeted. 

o AID employees must not pre-select individuals to 
perform work under purchase orders or contracts which 
are to be competitively awarded. To do so compromises 
the integrity ef the procurement precess. 



Please keep in mind that Contracting Officers are Procurement 
Professionals who are required by the Federal Acquisition 
Regulations to be warranted as to their qualifications 5n terms 
of experience and training for this position. Contracting 
Officers are legally liable for the proper obligation of funds 
and must exercise their independent judgment. Due to this 
unique position of individual responsibility, it is improper 
for anyone in a management position ta attempt to i n f l u e r ~ c e  a 
Contracting Officer's decision. 



TAB P 

Time Frames for OP Action 

The following time frames are generally adequate for OP to 
complete the requested action. This assumes that the 
requesting PIO/T is complete and adequate when submitted. 

Purchase Orders: 
under $10,000 - 2 weeks 
over $10,000 - 3-4 weeks 

Delivery Orders under IQC - 2-3 weeks 

Personal Services Contracts: 
less than 9 0  days - 2-3 weeks 
over 90 days - varies because of need for security 

clearance 

PASA/RSSAs - 30 - 45 days 

8 ( a )  c~ntracts - 30 - 90 days 

Non-competitive contracts other than $ ( a )  - 60 - 90 days 

Fully-competitive contracts - 5 - 6 months 

Mon-competitive grants or cooperative agreements - 45 days 
Competitive grants 9 r  cooperative agreements - 90 days 
Buy-ins to central contracts: 

bilateral funds - 60 days 
non-bilateral funds - 30 days 



TAB Q 

AIDAR 

A&E 

AD?? 

ADPE 

ASBCA 

SAFO 

B&B 

BPA 

BOA 

CAAC 

GAS 

CASB 

CBB 

CICA 

co 

COC 

COTR 

CPFF 

DBW 

DCAA 

Fcronvms - OP S t v l e  

AID Acq-lisition Regulstions 

Architect and Engineering 

Automated Data Processing 

Automated Data Processing Equipment 

Armed Services Board of Contract Appeals 

Best and Final Offer 

Bid and Proposal 

Blanket Purchase Agreement 

Basic Ordering Agreement 

Civilian Agency Acquisition Cobnci.1 

Cost Accounting SLandards 

Cost Accounting Standards Board 

Commerce Business Daily 

Competition in Contracting Act of 1984 

Contracting Officer 

Certificate of Competency 

Contracting Officer's Technical Representative 

Cost Plus  Fixed Fee Contract 

Defense Base Act Insurance 

Defense Contract Audit Agency 



D&F 

DO 

DOA 

DQ 

FAR 

F&D 

FFP 

GAO 

GSA 

G S X A  

HB 

- HCA 

IQC 

IFB 

LOC 

LOE 

OP 

OPG 

OW 1 

PASA 

PIO/C 

BIO/P 

Detexrninatian and Findings 

Delivery Order 

Delegation of Authority 

Definite Quantity 

Federa: Acquisition Regulations 

Findings and Determination 

Firm Fixed Price 

General Accounting Office 

General Services Administration 

General Services Board of Contract. Appeals 

Handbook 

Head of the Contracting Activity 

Indefinite Quantity Contract 

Invitation for Bids 

Letter of Credit 

Level of Effort 

Office of Psocurernent 

Operational Program Grant 

Overseas Recruitment Incentive 

Participating Agency Service Agreement 

Project Implementation Order for Commodities 

Project Implementation Order for Participant 
Training 



PSC - 

PO - 

PVO - 

R&D - 

REX - 
RFA - 

RFP - 

RFQ - 

RFTP - 

RSSA - 

SBA - 
SBSA - 

SIC - 

TA - 

T&N - 

T f o r C  - 
T f o r D  - 

Project EmpEerne?tation Order for Technical 
Services 

Personal Services Contract 

Purchase Order 

Private Voluntary Organization 

Research & Development 

Request for Expression s f  Interest 

Request for Application 

Request far Proposal 

Request for Quotation 

Request for Technical Proposal 

Resource Support Service Agreement 

Small Business Administration 

Small Business Set-Aside 

Standard Industrial Classification Code 

Technical Assistance 

Time and Material 

Termination for Convenience 

Termination for Default 


