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OVERVIEW

Big Picture Process 

Requirements Package 

GPC Refresher

Mandatory Sources 
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REQUIREMENTS PACKAGE 
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(Possible) Required Items

1. Independent Government Estimate (IGE) 
2.Form 9* or ECARS* 
3.Statement of Objectives/Work (SOO/SOW)*
4.Sole Source/Brand Name Justification Letter*
5.Form 332* 
6.WOMS* 

*As applicable – see rest of presentation 
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Independent Government Estimate 
(IGE) 
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 What It Is: The IGE is your estimate of what something will cost. 

 When You Need It: Always (step #1 in any acquisition)

 How to Get It: Conduct basic research (e.g. online search), review previous purchase costs, 
catalogues, personal knowledge, or vendor quotes. (WARNING: Never obligate the 
government if requesting quotes. Ensure the contractor understands you are collecting pricing 
information for research purposes only). 
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IGE:
How Much Will This Cost?

<$3,500

GPC 

Be sure to use any mandatory 
sources

$3,500 - $25,000

GPC or Form 9 

Check to see if available through 
GSA/other pre-priced contracts

GPC 

ECARS Compile Required Docs & Contact RA to 
create Form 9

Form 9

Compile Required Docs & Contact 
RA to create Form 9

>$25,000 

Form 9

Submit Complete 
Package through 

DEAMS 
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Form 9

 What It Is: A Purchase Request (PR) itemizing the products/services, quantities, and estimated 
prices so as to set aside funds for the purchase. A planning Form 9 is for planning purposes only 
with the hope that the item will be funded at the end of the fiscal year. 
 Example: “Fencing…1500 linear ft.…$30,000” 

 When You Need It: For purchases estimated to cost over $25,000 or that are otherwise 
unavailable through GPC purchasing. 

 How to Get It:  Contact the Resource Advisor (RA). They will need to be provided with all the 
other required, as applicable (SOO/SOW, Form 332, WOMS, Sole Source/Brand Name Letter) in 
order to submit entire package into DEAMS. 
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Statement of Objectives (SOO) / 
Statement of Work (SOW) 

Statement of Objectives 
 What It Is: A broad description of the end result 

required. 

 When You Need It: When the Form 9 item description 
needs further details/explanation 

 How to Get It: Type this up as word document—there is 
no official template. 

 Pitfalls: Being too vague can leave room for 
interpretation – assumes too much is ‘common sense’.  
 Example: 

 Description: “Old fencing is to be torn down and 
replaced with new fencing equal in quality to the 
old fencing.” 

 Result: White picket fence instead of rod iron. 
Old Fence not hauled away. No gate. 

Statement of Work 
 What It Is: A more specific description of the requirement and how 

the product/services will be provided. 

 When You Need It: When the Form 9 item description needs further 
details/explanation and a broad description will not be sufficient to 
ensure 

 How to Get It: Type this up as word document—there is no official 
template. 

 Pitfalls: Being too specific can lock the government into non-sensible 
or costly results – eliminates contractor’s ability to use common sense 
 Example: 

 Description: “The old fencing is to be torn down and hauled 
away. New fencing must be 4.5 ft. tall, rod iron poles 3 cm 
in circumference. Install gate w/ left swinging hinge at 
longitude/latitude [coordinates]”.

 Result: 3 cm poles not available locally—shipped from 
Pennsylvania at much higher price. Incorrect GPS 
coordinates places gate in awkward location where door 
cannot swing open.  
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Brand Name / Sole Source 
Justification Letters 

Brand Name Justification Letter 

 What It Is: Letter explaining why only one 
brand is technically acceptable. 

 When You Need It: When (really and truly) 
only one brand is technically acceptable. 

 How to Get It: Type up as an official, signed 
letter. 

 Example: Nike Shoes 

Sole Source Justification Letter 

 What It Is: Letter explaining why only one vendor 
can provide a technically acceptable 
product/service. 

 When You Need It: When (really and truly) only 
one vendor can provide the product/service. 

 How to Get It: Type this up as an official, signed 
letter. 

 Example: TO directs use of specific software 
to which only one vendor has proprietary 
rights (not distributed through retailers).  

9

This is a brand. Lots of 
retailers sell Nike (Not 
Sole Source) 
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Form 332 & WOMS
(Coordination Forms) 

Form 332

 What It Is: Coordination/approval for altering 
real property 
 Note “real property” means…

 When You Need It: When the requirement 
will alter real property 

 How to Get it: Contact CE 

WOMS 

 What It Is: Coordination/approval for tech 
items 

 When You Need It: When you are buying 
tech/computer items. 

 How to Get it: Contact your squadron 
computer specialist 
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Summary 

11

**For Form 9s…for GPC  ECARS
*As Required

**
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Questions?
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GPC REFRESHER: 
Request for a Single Purchase Limit Increase
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 AFI 64-117, authorizes some uses of the GPC above $3,500 when authorized 
 Authority can not be granted to exceed Services threshold ($2,500) or Construction 

threshold ($2,000)
 Limited to not more than $25,000 per transaction in ordering items from pre-priced 

contracts and agreements
 Federal Supply Schedules (FSS)
 Blanket Purchase Agreements (BPA), 
 Indefinite Delivery/Indefinite Quantity (ID/IQ contracts, etc..)

 Authority may be granted to make purchases up to $25,000 per transaction for 
specific products from priority source  

AUTHORITY
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• FPI 
• Ability One Agencies
• Stock Programs of GSA (i.e.. Global Supply) and Defense Logistics Agency (DLA)

– Training & Education Office personnel for government, commercial and off-the-shelf training 
and education up to $25,000 for individual event or planned series of the same training event, 
activity or course material

– Services from DAPS
• Considered an intra-Governmental transaction; micro-purchase threshold does not apply; 

however, $25,000 single-purchase limit does apply
• Transaction that do not meet the DAPS criteria stated above can use other funding vehicles 

(i.e.. MIPR or DD Form 282, DoD Printing Requisition/Order)

AUTHORITY
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 For each request over the micro-purchase threshold, data must be submitted in the Government Purchase 
Card Express Contract Action Report System (ECARS) at https://www.afcontracting.hq.af.mil/gpcreport
 Registration is required for all roles except for CHs

 CHs will provide profile information upon first use of ECARS under the “Approval/Data” 
Form tab

 AOs and A/OPC are required to evaluate and approve request
 Same rules/prohibitions for use of GPC card apply 

 Still prohibited from splitting requirements to avoid the $3,500 limitation for purchasing and the 
$25,000 limitation for ordering against pre-priced contracts

PROCEDURES

https://www.afcontracting.hq.af.mil/gpcreport
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 The following applies only when CHs are specifically authorized to make purchases over the micro-
purchase threshold

 When purchasing from FSSs, BPAs or other pre-priced contractual agreements
 CHs must review prices on at least three schedule contracts/agreements and select the best 

value for your requirement
 Ensure items are being compared with same or similar item

 If less than three sources are available, you must justify restricted competition consideration in 
writing for a determination prior to purchase

GENERAL INFORMATION
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• Urgent/compelling; results in serious injury, financial or other to the Government
– Poor planning is not a valid circumstances

• Only one source
• Item(s) are particular to one manufacturer (e.g. a particular brand name).  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 needs

– Seek out small business sources of supplies/services
Rule of Two: Each acquisition of supplies that has an anticipated dollar value > $3,500 is 
reserved exclusively for SB concerns; unless a determination has been made that there is not a 
reasonable expectation of obtaining offers from two or more responsible SB business concerns 
that are competitive in terms of market prices, quality, and delivery

PROCEDURES
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 Identify yourself  as a Scheduled customer whenever placing an order
 Ask Schedule contractors for their contract numbers and Pricing 

 They should cite the appropriate Schedule contract number on the quote to ensure you receive 
schedule contract prices

 They can not charge you more than the schedule contract price…contact the A/OPC if this 
happens

 ASK FOR DISCOUNTS! You may request a price reduction at any time before placing an 
order; especially when you determined that a supply/service is available elsewhere at a lower 
price

VALUABLE TIPS
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 Ensure all supplies/services ordered are within the scope of their GSA schedule contract
 Schedule holders are required to provide one copy of their pricelist upon request to any 

ordering activity
 Ensure the vendor is responsible for delivery IAW GSA terms & conditions (i.e.. FOB 

Destination vs. FOB Origin) 
 Determine if all items are on a pre-priced contract

 Schedule holders should clearly label non-schedule items, to differentiate items that are on a 
GSA Schedule contract. 

 Items not on schedule are usually identified as “OPEN MARKET” or “INCIDENTAL”

VALUABLE TIPS
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 The following documentation needs to be uploaded into ECARS for single purchase limit increase
 GPC 02 – GPC Limited Source Justification, if applicable
 GPC 03 – Federal Prison Industries Determination & Findings, if necessary
 Documentation on approvals/authorization from controlling/servicing organization

 WOMS Medical Coordination HAZMAT
 SF182 Library Coordination LRS

 Quotes
 Syllabus for any training courses
 RFQ sheet showing what was requested

SUPPORTING DOCUMENTATION

Forms and templates are available on our Sheppard AFB GPC SharePoint Site
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 GSA eLibrary is the official online source for complete GSA and VA Schedules information
 GSA eBuy is an online RFQ system that allows ordering activities to post requirements, obtain quotes 

and issue orders electronically. 
 GSA AFAdvantage is the official online source for AF BPAs and such

USEFUL TOOLS



Train, develop, and inspire the world’s premier Airmen to power the world’s greatest Air Force!

GSA RFQ Tips
Can I browse without registering? 
Yes, you may browse the entire offering of products and services without registering.

• Keyword Search - type in a keyword, part number, National Stock Number (NSN) 
manufacturer, contractor, or contract number in the search box. Select one of the categories from the drop 
down menu and click the "go" button. 

• Browse by Category - Browse by products, services or Special Programs then click on 
product, service or Special Program subcategory that best fits what you are searching for.

• Advanced Search - Advanced search allows you to search for an exact phrase in a particular 
product or service field, restrict your search by category, price, minimum order, or socioeconomic factors, and 
limit your display options.
Poor Keyword Search:
Entering only "printer" will produce search results that will include not only printers, but thousands of other 

items including printer ribbons, printer cartridges, printer stands, printer labels, etc.

Better Keyword Search:
Better Keyword Search: ACME 123Z inkjet printer within the category IT Solutions & Electronics
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Cont.

Evaluation criteria: 
• Buyer should include in the RFQ any criteria that will be used to evaluate quotes and make awards (i.e. socio-economic goals, 

contractor past performance, acceptance of brand name or equal, etc.). 
• If buyer will consider alternative solutions, lower quantities, etc., be sure to specify these considerations in the RFQ. 
• Brand Name or equal

RFQ Open/Close Date/Time: 
• Buyer must indicate how long the RFQ will remain open (# of days). RFQs must remain open for a minimum of 48 hours (this gives 

time for sellers to be notified and to quote). Default setting is 5 calendar days. 
• RFQ close time is defaulted to the same hour of day as when the RFQ is posted. This time may be changed when you create your 

RFQ if necessary. 

Modifying or cancelling RFQ: 
• Buyer may modify or withdraw an RFQ if necessary (once it has been posted and before it closes). Sellers will be notified via e-mail if 

this occurs. 

Forwarding an RFQ: 
• Buyer may forward an RFQ via e-mail to another individual(s) within their organization. Please do not forward RFQs to vendors 

(including both those under GSA contract and those not under contract). Vendors cannot access forwarded RFQs. If you wish to add a 
vendor to your RFQ, you must modify the RFQ then add the vendor. 
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GSA Market Research

25

When sending in quotes send 
this page so we can see the 
lowest priced vendors.
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Cont.
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When sending in quotes 
send in each individual vendor
so that we can see the GSA 
contract number
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Cont.
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Add this page to show quantity totals



Train, develop, and inspire the world’s premier Airmen to power the world’s greatest Air Force!

Buyer’s Homepage.

On the left is the message center which displays alerts of 
recent activity concerning your RFQs.

The first step of the RFQ process is to find sources for the product or 
service needed. There are three ways to conduct a search. 

Search Option # 3. Type in a Keyword, 
Contract number, Contractor, Manufacturer name, 

Schedule, SIN or GWAC number.

For this example, search option #1, the category guide, was used to 
search for “Security Guard Services”.  The category that was selected 

was “ Law Enforcement, Fire & Security”.

Search Option # 1. Click on a category in the category guide. 

Search Option #2. Click on “View Schedule listing”, to view the 
complete list of the Multiple Award Schedules or click “View 
Technology Contracts” to view the complete list of IT,GWAC 

and Network Services Telecommunications Contracts. 
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Schedule 84 is the most logical choice to find “security guards services”. 
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All the SINs in the selected Schedule are now 
displayed in the “Category” column. 

In this example," Category” 246 52 was selected.

When choosing a “Category”, please review each of the 
descriptions, to determine which “Category” most closely 

matches your requirements.
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This page displays all the sellers who have contracts under “Category” 
246 52 and have their catalogs listed on GSA Advantage!

eBuy allows you to re-sort the seller listing by socio-economic 
status.  If you want to view only sellers whom are “Small 

Business”, highlight it, and click the “Go” button.  The page will 
refresh and only “Small Business” concerns will be displayed.  

Multiple selections can be made by holding down “Ctrl”.

You can click on the contractor’s name to view information 
about the company such as address, phone number, and point 

of contact information.

For additional information, click on the web page symbol 
to visit the seller’s website.

eBuy has incorporated the seller text files from GSA Advantage!.
These files contain information about the seller’s contract including 
labor rates, services, terms, etc.  The text files can be helpful when 

doing market research and procuring services.

When the RFQ is a set-aside for a small business, select the 
socio-economic code from the drop-down. Only contracts who 

fall under that socio-economic code can bid on the RFQ.
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Upon completion of market research and contractor selection, Click 
the “Submit” button to proceed to Step 2.
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You will repeat step one and select the vendor(s) of your 
choice. Click the “Submit” button.
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Upon completion of market research and contractor selection, Click 
the “Submit” button to proceed to Step 2.
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The requirements for the RFQ are entered on the “Step 2. RFQ Information" page.  

If you are only requesting information or seeking sources, this box should 
be checked.  This indicates to the sellers that this is a request for 

information only.  

The selected “category” will be displayed underneath 
“Categories Selected”.  If requirements are covered by 
more than one “category”, additional categories can be 
added to the RFQ by clicking “Add Category” button.

If you are procuring services or products using funds from the American 
Recovery & Reinvestment Act of 2009, this box should be checked. This is 

used to inform the seller and for your documentation. 

You must enter a title for the RFQ.  The title will help both the you 
and seller identify the RFQ.

The reference number input box is located here.  This box was 
designed to assist customers, such as those who are using the FTS 

ITSS system, to add their tracking number to the RFQ.  It may also be 
used to add an internal agency reference number.
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Delivery Terms

When looking for products, specify the number of days after the receipt of order 
the seller is expected to deliver the products.

If the requirements are for a service, but the exact period of performance has not 
been identified, this option should be selected.

When you are seeking services, and know what the period of 
performance will be, the dates should be specified on this line.
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If products will be included in the RFQ, information about them 
should be entered in the Line Items area.

Each line item can have a different shipping address, but the 
quantity of a line item can not be split between addresses.

Additional information that needs to be provided to the sellers 
can be typed into the Description field.  You may include 

information about simple services or indicate that additional 
documents will be attached for complex services.

If you already have prepared documents such as a 
statement of work, drawing, spreadsheet, etc., eBuy 

allows you to easily attach it to the RFQ.
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A document can be attached to the RFQ by clicking on the 
“Browse” button in Step 1.
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Select the documents from your hard drive and attach them directly to 
the quote.  You may attach as many documents as necessary; however, 

each document must be less than 5 megabytes in size. 
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After selecting the documents, 
click “Upload the File”.
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All documents attached will be listed in the “Documents 
attached to RFQ” box.  Click on the link to review the file.  

To remove a document from the RFQ click the “x” button.

When finished, click “Go Back to the 
RFQ Basic Info” button.
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You can verify the files were successfully uploaded by 
looking in the “Attached Documents” area.

The shipping address should also be verified.  This 
address is taken from your GSA Advantage! profile.  You 

can make changes by clicking on “Edit Shipping 
Address”.

After all information has been entered and verified, click on 
the “Continue” button.
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On occasions, eBuy may suggest additional or alternative categories to post your 
RFQ.  To use a suggested category, click on the category title.  To continue 

without making any changes, click “Continue” button.

In this example we chose to use the suggested category 426 54

Presenter
Presentation Notes
%
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You will repeat step one and select the vendor(s) of your 
choice. Click the “Submit” button.
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The RFQ has been updated to reflect the new category.

After all of the information has be reviewed, click on the 
“Continue” button.
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On the review page, you must specify when the RFQ will close.  The minimum 
requirement for an RFQ to be open is 2 days; but the default is 5 days.  Be sure to 

allow the contractors sufficient time to submit a quote.

You can specify the RFQs exact closing time in hour increments here.  The 
closing times should be based on the eastern time zone.

After selecting a closing date, make sure to review all information  
entered.  If you need to make changes, click on the “Back” button which 

will return you to the requirements information page.

If the RFQ is not immediately ready to submit, it can be “Saved to Draft”.  The 
RFQ will be saved, but will not be issued until it is retrieved and submitted.

When the RFQ is completely finished and ready to 
be submitted, click the “Submit RFQ” button.
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At this point, the RFQ has been submitted and the clock begins to tick.  
All sellers, whom were selected, will now receive an email notification 
about the RFQ.  In addition, the RFQ will be posted for viewing by all 

sellers under that specific SIN.To access your RFQs click on “My RFQs”  at the top of the page.
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The “My Active RFQs” page contains a single line summary 
of each active RFQ.  

To view the RFQ details, simply click on the RFQ ID. 
All the activity for the RFQ will be displayed.
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At any time, while the RFQ is “Open”, you may 
modify the contents of the RFQ. To modify, click 

“Modify RFQ” link

At any time while the RFQ is “Open”, if you need to 
answer questions that should be shared with all 
vendors, you can click the “Send Q&As” link to 

attach applicable files. 

If you do not have the authority to make an award, eBuy provides the 
option of forwarding the RFQ to another person in the office.  This can be 

done by clicking on the “Forward RFQ” link.

The “RFQ Detail” page provides a summary of all RFQ activity.  

The “Quote ID” is a unique three letter identifier assigned to each 
seller’s quote. To review a quote, click on the “Quote ID” number.
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The seller’s contact information, total quote price, quote good 
until date, prompt pay, socio-economic status, DUNS #,and 

shipping information is displayed on this page.
Review all comments and attached documents submitted by the seller.

We have added the ability for you to add notes to each quote.  These notes 
will be visible only to you and can be viewed from the “RFQ Detail” page.  Type 
in your notes here and click “Save Note”.  Please remember that once saved, 

these notes will become a part of the RFQ file.

Vendor Quote Page

The quote pricing is broken down and totaled at the bottom of this page.  
The “Total Quote” includes any line items, transportation costs, and 

pricing included within the attached documents.
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When you have reviewed all quotes and are ready make an award 
decision, you can click on the “Award-Notify Vendor” button or 

“Do Not Award-Notify Vendor” button.  

If you chose not to award a seller, click the “Do Not Award-
Notify Vendor” button.

To award a vendor click on the “Award-Notify Vendor” button.  
Clicking this button generates an email message to the seller, 

alerting them of the award decision.

NOTE: Selecting this button does not obligate funds.  You may 
generate a purchase order online using eBuy or go offline and 

use your agency’s order and payment system.
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When you select “Award-Notify Vendor” an award confirmation screen 
will appear, allowing you to confirm the award decision or go back to 

the “Vendor Quote” page.
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For the vendor(s) who were not awarded you can 
request eBuy to send “No Award” email notices to the 
remaining sellers who did not receive an award.  You 

must check the “Send No Award” notices box to 
initiate the emails. 

You can use the text box to give 
the reasoning for your award 

decision to the sellers not 
awarded.
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The “RFQ Detail” page now reflects the award decision.

Thanks for using eBuy!!!

eBuy will electronically store all information about each of your 
RFQs.  The information will be stored for seven (7) years.
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Questions?
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MANDATORY SOURCES
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OVERVIEW

What is a Mandatory Source?

Why do I use them?

Where do I start?

Websites available

Questions

59
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WHAT IS A MANDATORY SOURCE?

 Inventories of the requiring agency
 Excess from other agencies

 Defense Reutilization and Marketing Office (DRMO)
 Federal Prison Industries, Inc. (FPI/UNICOR)
 Committee for Purchase from People Who Are Blind or Severely Disabled

 Ability One
 Federal Supply Schedules

 General Services Administration (GSA)
 Defense Logistics Agency (DLA)
 Department of Veterans Affairs
 Decentralized Blanket Purchase Agreements (BPA)
 Federal Strategic Sourcing Initiative (FSSI)
 NETCENTS and AFWay

60
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WHY DO I USE THEM?

 Per Federal Acquisition Regulation (FAR) Part 8
 Except as required by 8.003, or as otherwise provided by 

law, agencies shall satisfy requirements for supplies and 
services from or through the mandatory Government 
sources and publications.

Quicker and easier
One-stop shopping
Pre-negotiated prices
Already Vetted Vendors
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WHERE DO I START?

 Talk to Contracting!
We are more than happy to help you out

Market Research
Previous purchases
 Internet searches
Ask other bases
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WEBSITES AVAILABLE

 http://www.gsa.gov/fssi  
 https://www.gsaadvantage.gov/  
 https://www.gsaelibrary.gsa.gov/  
 https://www.abilityone.gov/  
 https://www.unicor.gov/  
 https://www.afway.af.mil/ 
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ABILITY ONE
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Questions?
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Summary 

Big Picture Process 

Requirements Package 

GPC Refresher

Mandatory Sources 
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Questions?
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