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Fair Opportunity / Competitive Procedures for Placing Orders
In April 2011, the Fleet Logistics Center Norfolk (FLCN) awarded a suite of Blanket Purchase Agreements (BPAs) to General Services Administration (GSA) Federal Supply Schedule contract holders and the Federal Prison Industries d/b/a UNICOR.  The BPAs have been awarded to the following Special Items Numbers (SINs) as listed within the GSA schedule 71 – Furniture.
	Office Furniture

	71 1
	Packaged Offices 

	711 1
	Furniture Systems and Workstation Clusters 

	711 2
	Worksurfaces, Workstations, Computer Furniture and Accessories

	711 3
	Filing and Storage Cabinets, Shelves, Mobile Carts, Dollies, Racks & Accessories

	711 8
	Executive Office Furniture 

	711 18
	Multipurpose Seating

	
	

	Dorm and Quarters

	71 200
	Dormitory and Quarters Packaged Rooms 

	71 204
	Dormitory, Quarters and Residential Casegoods and Beds. Mattresses comply with applicable flammability requirements.

	
	

	Misc
	

	71 301
	Complete Daycare, Preschool and Classroom Solutions 

	71 310
	Industrial and Institutional Furniture: Workbenches, Worktables, Warehouse Storage, and High Density Storage Cabinets, Modular Cabinets


This guide is intended to simplify the rules for solicitation and competition so the benefits of using the BPAs can be realized.
Since the BPAs were awarded in accordance with Federal Acquisition Regulations (FAR) subpart 8.405 against Federal Supply Schedule (FSS) contracts, the process for placing orders must be consistent with the procedures outlined by FAR Subpart 8.4 and Department of Defense FAR Supplement (DFARS) Subpart 208.4.  This means competition among the BPA vendors is still required.  However you will have flexibility in satisfying your requirement when using the Navy Furniture BPAs.

Compliance with FAR:  
*Since the BPAs have been awarded against FSS contracts, FAR Part 13,Simplified Acquisition Procedures (except 13.303-2(c)(3)); Part 14, Sealed Bidding; Part 15, Contracting by Negotiation and Part 19, Small Business Programs do not apply. 

This means that requirements don’t need to be set-aside for small business or other socio-economic status vendors and they are no posting requirements for NECO/FEDBIZOPS.
DFARS 237.170 Compliance:  
The DFARS 237 requirement for documenting use of non-DOD contracting vehicles does not apply to the BPAs.  FLCN prepared the DFARS 237 determination for placement of the BPAs using non-DOD contracts (Federal Supply Schedules).  The resulting BPAs are Navy contracting vehicles and do not require additional justification for use. 

Developing Requirements:
The BPAs will aid customers in finding sources that can support design services and installation of furniture.  The BPAs provide a great deal of flexibility in procuring furniture that meets customer’s specific requirements and delivery schedules.  Although competition is required, under certain circumstances the FAR allows for different justifications in order to match existing furniture.  These justifications can be used in conjunction with the BPAs. 
The BPAs allow for streamlining the solicitation and evaluation process, increased savings from the GSA schedule rates, and deeper volume discounts.  If a customer is interested in standardizing their furniture requirements, the BPAs are great contract vehicles to utilize within the standardization process.  In order to standardize furniture requirements, the customer will need to develop general specification to meet their needs.  These are the specifications that they will utilize every time a furniture requirement is identified for the same particular products.  With these general specifications in place, the ordering process will be simplified and streamlined. Examples of standard specifications are available for Dormitory and Quarters type furniture at: https://acquisition.navy.mil/home/acquisition_one_source/strategic_sourcing/don_furniture_acquisition.  

UNICOR:

If the Federal Supply Code (FSC) for a procurement has been identified as 7110 – Office Furniture, the procedures outlined in policy dated 19 Mar 2010 from the Office of the Under Secretary of Defense must be followed. Please check the policy vault on the DPAP Website to ensure that this policy is the latest current policy regarding this topic.  For all other FSC furniture buys utilizing the Navy BPAs, UNICOR must also be solicited for competition, which is accomplished by sending an email with the requirements and evaluation criteria. *See Note for POC information

Market Research for furniture buys should be restricted to BPA holders. 
Ordering Procedures
1. Select the SIN
During the market research, it should be determined which SIN(s) within category 71 – Furniture the requirement fits under.  This will vary depending on the type of furniture being requested. 

	Office Furniture

	71 1
	Packaged Offices 

	711 1
	Furniture Systems and Workstation Clusters 

	711 2
	Worksurfaces, Workstations, Computer Furniture and Accessories

	711 3
	Filing and Storage Cabinets, Shelves, Mobile Carts, Dollies, Racks & Accessories

	711 8
	Executive Office Furniture 

	711 18
	Multipurpose Seating

	
	

	Dorm and Quarters

	71 200
	Dormitory and Quarters Packaged Rooms 

	71 204
	Dormitory, Quarters and Residential Casegoods and Beds. Mattresses comply with applicable flammability requirements.

	
	

	Misc
	

	71 301
	Complete Daycare, Preschool and Classroom Solutions 

	71 310
	Industrial and Institutional Furniture: Workbenches, Worktables, Warehouse Storage, and High Density Storage Cabinets, Modular Cabinets


If a customer’s requirement does not fit within these SINs, the furniture should be procured outside of the BPAs. 

The Department of Navy (DON) has issued policy mandating only the Naval Supply Systems Command (NAVSUP) suite of strategically sourced BPAs shall be used for ordering office, dorm and quarters, child development, and industrial and institutional furniture.  Authority to approve exceptions to this policy must be made on a case by case basis at a level no lower than the Chief of Contracting Office. Once a waiver has been approved, the furniture can be procured outside of the BPAs.

If it is been determined that the requirement might fit within different SINs, more than one SIN can be selected for a requirement.  Once the SIN(s) has been selected for a requirement, the next step will be determining the geographical region. 

2. Determine the Region:

The BPAs have been regionalized in order to provide for more competition within a selected region, to reduce the Navy’s carbon footprint, and allow for easier coordination with the customer and vendor.  The region selected should be determined based on the delivery point of the furniture items being procured.  More than one region can be selected if determined to be beneficial to the requirement.  The advantages to more than one region being selected would be to expand the vendor pool and provide for more competition.  The BPA regions are as follows:

East CONUS: All areas within the CONUS that are east of the Mississippi River
West CONUS: All areas within the CONUS that are west of the Mississippi River
OCONUS: All areas outside the CONUS

If a region is not specified, it will be assumed that any BPA holder is able to provide a quote.
3. Solicitation Procedures:
a)   Furniture products; where no Statement of Work is required. 

Although purchases for furniture are primarily for “supplies”, there are some service elements relating to the furniture purchase such as delivery, installation, removal, etc. These are considered incidental services to a supply buy.

Small Orders at or below the micro-purchase threshold: 

· Place the order directly with any BPA vendor that meets the ordering activity’s needs.  BPA vendor’s can also be contacted by email or other means.


Orders exceeding the micro-purchase threshold:

· Consider reasonably available information about the supply or service offered by obtaining pricing information and other terms, such as delivery terms, from at least three BPA vendors and UNICOR.  
·  UNICOR must be solicited for all requirements greater than $3,000. 

Orders Exceeding the Simplified Acquisition Threshold:
· DFARS 208.405 requires competition for all actions greater than $150,000.  To comply with this requirement, the DFARS Procedures, Guidance and Information (PGI) 208.405-70 (2)(b)  requires forwarding the requirement and the selection criteria to all multiple BPA holders before placing orders.   
Posting of a request for quotations on the General Services Administration’s electronic quote system, “e-Buy” (www.gsaAdvantage.gov), is one medium for providing fair notice to all contractors as required by DFARS 208.405-70(c)(2) except UNICOR.  In addition, contracting officers should email UNICOR the RFQ and retain a copy of the email to document their efforts to include UNICOR as part of the competition.

All RFQs posted to the GSA eBuy website for must contain the following text:

“This Request for Quotation and subsequent order is set-aside exclusively for only those authorized FLC Norfolk Blanket Purchase Agreement holders within the _________ Region.  Quotes from other than these vendors will not be considered.”

· After quotes have been received, evaluate them and then make a “Best Value” (**See Back-up Note) determination based on the evaluation criteria specified in the RFQ.  

b)   Furniture products; where a Statement of Work is required (Includes Design Services / Furniture requirements***See Back-up Note) 


Small Orders at or below the micro-purchase the threshold: 

· Place the order directly with any BPA vendor that can meet the ordering activity’s needs.  BPA vendors can be contacted by email or other means.

Orders that exceed the micro-purchase threshold:

· Prepare a Statement of Work (or Performance Based Statement of Work) in accordance with FAR 8.405-2(b).  This should be done by the Customer/ Contracting Officials and not by a vendor.  If an outside vendor is used for information purposes, all SOW or drawings shall be generic in nature.  Specific features, benefits and specific measure shall not be stated to give vendor creating the requirement an unjust advantage.  Allowing the BPA vendors to offer solutions for the requirement could offer a benefit and possibly cost savings to the Federal Government.  By limiting possible solutions, the contracting officer is violating the requirement to provide fair and equal consideration. 
· Consider reasonably available information about the supply or service offered by obtaining pricing information and other terms, such as delivery terms, from at least three BPA vendors and UNICOR.
· When obtaining assistance from an outside vendor to create a floor plan to utilize within a requirement, this must be paid for separately by purchase card or delivery order.  This information is to be shared for competitive response from other vendors when processing the furniture requirement.  If this service is used and shared, all plans must be generic in nature for fair competition.

Orders Exceeding the Simplified Acquisition Threshold:
· For actions greater than $150,000, BPA holders should be supplied with a generic AutoCAD block plan design created or reviewed by in-house design to promote fair and equal competition.  If a drawing is not available, site visits are recommended.
· UNICOR must be solicited for all requirements greater than $3,000 based on FAR 8.605.
·  DFARS 208.405 requires competition for all actions greater than $150,000.  To comply with this requirement, the DFARS procedures, Guidance and Information (PGI) 208.405-70 (2)(b) requires forwarding the  statement of work and the selection criteria to all BPA holders before placing orders.  The statement of work and criteria must be emailed to UNICOR.  
Posting of a Request for Quotation (RFQ) on the General Services Administration’s electronic quote system, “e-Buy” (www.gsaAdvantage.gov), is one medium for providing fair notice to all contractors as required by DFARS 208.405-70(c)(2) except UNICOR. In addition, contracting officer’s should email UNICOR with the RFQ and retain a copy of the email to document their efforts to include UNICOR as part of the competition.

All RFQs posted to the GSA e-Buy website for GSA BPA pricing must contain the following text:

“This Request for Quotation and subsequent order is set-aside exclusively for only those authorized FLC Norfolk Blanket Purchase Agreement holders within the _________ Region.  Quotes from other than these vendors will not be considered.”

· After quotes have been received, evaluate them and then make a “Best Value” (**See Note) determination based on the evaluation criteria specified in the RFQ.

4. Place the Order
Ordering agencies may place orders for furniture through a Purchase Card transaction (actions below the purchase threshold of $3,000) and through BPA Calls placed against the vendor’s BPA number. 
NAVFAC General Contractors who have been authorized to use the Navy Furniture BPAs must reference the BPA in their order to the vendors to assist the vendor in tracking their sales against the BPAs.

5. Documentation 

The ordering activity must, at a minimum, include the following documentation in the purchase file: 

Purchase for Furniture only:  Name of the BPA vendor from which the supply was purchased; 
· A description of the supply, 
· Purchase price
· If applicable, the circumstances and rationale for restricting consideration of BPA contractors to fewer than required.  


Design services/ installation, and other services:  

When acquiring incidental services the ordering office must also document: 
Evaluation methodology used; trade-off rationale; price reasonableness 


Limited sources justification and approvals: 
FAR 8.405-6
“Orders placed under Federal Supply Schedules are exempt from the requirements in Part 6. However, an ordering activity must justify its action when restricting consideration—

(1) Of schedule contractors to fewer than required in 8.405-1 or 8.405-2; 
or

(2) To an item peculiar to one manufacturer (e.g., a particular brand name, product, or a feature of a product, peculiar to one manufacturer). A brand name item, whether available on one or more schedule contracts, is an item peculiar to one manufacturer. Brand name specifications shall not be used unless the particular brand name, product, or feature is essential to the Government’s requirements, and market research indicates other companies’ similar products, or products lacking the particular feature, do not meet, or cannot be modified to meet, the agency’s need.”
BACK-UP NOTES

*Contacting UNICOR 

All Micro Purchasing research and purchasing (3K<) can be processed on the UNICOR website www.unicor.gov. Products at this level can be viewed on the 30 day catalog. Customer Service can also be reached at 800-827-3168.
Market research can also be accomplished on the website for under $10K 

$10K > Contact the UNICOR Representative on the BPA Vendor List 

Inquiries will be forwarded to the local sales rep in the territory for response. 
**Best Value 

Ordering activities have considerable latitude in structuring their procurement and may 

consider both price and other factors (e.g., past performance, delivery or technical features) in selecting BPA vendors. 

A note on “Best Value”: 

Comparability depends upon the circumstances, including particularities of the requirement at issue, and cannot be reduced to an objective standard or formula. Contracting Officers should base each comparability determination on the particular circumstances of the requirement and should consider specifically all three required comparability factors-price, quality, and time of delivery – in light of those requirements.
Comparability does not require superiority or equal in all (or any) characteristics. An item may be found comparable although it is higher priced, of lower quality and/or offers a less favorable delivery time. Likewise, an item may not be found non-comparable merely because the item is higher priced, of lower quality and/or offers a less favorable delivery time. Rather, Contracting Officers should consider the degree of difference in each of the three comparability factors in light of the requirement of the particular procurement.

Consideration of ease of procurement, time spent by personnel, should also be considered when evaluating cost factors in a procurement.  

***Furniture Requirements versus Furniture / Design Services Requirements 

Many customers have asked about contacting BPA vendors as they develop their requirement for the more complex furniture requirements.   Coordinating with these vendors may be important for requirements involving design services where site visits may be appropriate after the Market Research phase. Market Research should be conducted by issuing generic “typicals” of requirements for response from vendors. 

Communication with vendors can be done as part of market research.  However, market research should not identify the final solution or be used to exclude other BPA vendors from the competitive process.  Market Research should include all BPA holders that can fulfill the requirement. 

If site visits are utilized during market research, all the BPA vendors should be given the opportunity to participate since the vendors’ input will lead to decisions about the layout, configuration and selection of furniture products.  This may also eliminate the need to schedule a site visit during the solicitation process.  

Market research could be limited to reviewing catalogs and a site visit could be included as part of the solicitation.  Regardless of your approach, activities need to craft their solicitation to satisfy the DFARS Part 8 fair opportunity requirements by ensuring all BPA vendors are solicited. 

Simple furniture procurements can be treated like any supply procurement.  However, the DOD has special rules for ensuring competition for requirements involving services. Decisions to include design services will have a significant impact on further competition for the end furniture products.  
The policies and procedures in DFARS 208.405-70 take precedence for DOD buyers, and other activities using DOD funds, when placing orders against BPAs established under Federal Supply Schedules.   Additionally, the DFARS’ supporting Procedures, Guidance and Information supplement requires that all multiple award BPA vendors be provided the statement of work and evaluation criteria.   

 BPA WAIVER 

Document Number: __________________

Customer: __________________
Contract/Order Number:______________
Description of Requirement: _____________________________________________

________________________________________________________________________

Reason for Waiver Request: Select the most appropriate reason.
 FORMCHECKBOX 
   Type of Furniture being requested is not covered by the Navy’s Furniture BPAs:


Explain:  __________________________________________________________ ________________________________________________________________________

________________________________________________________________________

 FORMCHECKBOX 
   Furniture must be compatible with furniture from a vendor not on the BPA list:


Justification:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

 FORMCHECKBOX 
   Other:


Explain:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Prepared By: ___________________________

Date: ___________________



(Contract Specialist)

Reviewed By: ___________________________

Date: ___________________



(Contracting Officer)

Reviewed By: ___________________________

Date: ___________________



(One level above Contracting Officer)

Approved: _____________________________

Date: ___________________


       (Chief of Contracting Office)
(Attachment 1)

Purchase Card - BPA WAIVER 

Document Number: __________________

Customer: __________________
Contract/Order Number: ______________
Description of Requirement: _____________________________________________

________________________________________________________________________

Reason for Waiver Request: Select the most appropriate reason.
   Type of Furniture being requested is not covered by the Navy’s Furniture BPAs:


Explain:  __________________________________________________________ ________________________________________________________________________

________________________________________________________________________

   Furniture must be compatible with furniture from a vendor not on the BPA list:


Justification:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

   Other:


Explain:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Prepared By: ___________________________

Date: ___________________



(Purchase Cardholder)

Reviewed By: ___________________________

Date: ___________________



(Approving Official)

Reviewed By: ___________________________

Date: ___________________



(Agency Program Coordinator)

Approved: _____________________________

Date: ___________________


       (Chief of Contracting Office)
(Attachment 2)
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