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SUBJECT: Improving the Management and Use of Interagency Acquisitions

Interagency acquisitions offer important benefits to federal agencies, including
economies and efficiencies and the ability to leverage resources. The attached guidance is
intended to help agencies achieve the greatest value possible from interagency acquisitions.

Effective management and use of interagency acquisitionsis a shared responsibility,
especially for assisted acquisitions. Lack of clear lines of responsibility between agencies with
requirements (requesting agencies) and the agencies which provide acquisition support and
award contracts on their behalf (servicing agencies) has contributed to inadequate planning,
inconsistent use of competition, weak contract management, and concerns regarding financial
controls.

This document provides guidance to help agencies (1) make sound business decisions to
support the use of interagency acquisitions and (2) strengthen the management of assisted
acquisitions. Particular emphasisis placed on helping requesting agencies and servicing
agencies manage their shared fiduciary responsibilities in assisted acquisitions. The guidance
includes a checklist of roles for each responsibility in the acquisition lifecycle and a model
interagency agreement to reinforce sound contracting and fiscal practices. The guidance reflects
comments provided by Chief Acquisition Officers, Senior Procurement Executives, and Chief
Financial Officers. The document was also shared with other interested stakeholders, including
the Chief Information Officers and the Government Accountability Office (GAO), and reflects
comments received from those parties as well.

Beginning on October 1, 2008, and thereafter, agencies shall ensure that decisions to use
interagency acquisitions are supported by best interest determinations, as described in the
attached guidance. Agencies shall further ensure that new interagency agreements for assisted
acquisitions entered on or after November 3, 2008, contain the elements enumerated in
Appendix 2 or follow the model agreement in Appendix 3. Agencies shall use the checklist at
Appendix 1 to facilitate the clear identification of roles and responsibilities. Agencies shall also
consider modifying existing long-term interagency agreements for assisted acquisitionsin
accordance with this guidance, as appropriate and practicable.
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Providing for the sound management and use of interagency acquisitionsis a key step for
realizing the intended efficiencies of interagency contracts. Improving the governance structure
for creating and renewing these vehiclesis equally important, especially for multi-agency
contracts. We have made important strides to leverage the government’ s vast buying power
under the Federal Strategic Sourcing Initiative (FSSI) and to identify suitable executive agents
that can manage government-wide acquisition contracts (GWACs) on behalf of customers across
government. We must build on these effortsin order to maximize the contribution of
interagency contracts to mission success. | intend to work with members of the Chief
Acquisition Officers Council, including its Strategic Sourcing Working Group, to design a
business case review process similar to that currently used for the designation of executive
agents for GWACs and to define the structure required to support such a process.

Please have your acquisition officials work with program managers, contracting officers
technical representatives, finance officers, information technology officers, legal staff and others
involved in your agency’s interagency acquisitions to ensure the effective implementation of this
guidance and compliance with its requirements. Questions may be referred to Mathew Blum at
(202) 395-4953 or mblum@omb.eop.gov.

Thank you for your attention to thisimportant subject.
Attachment
cc: Chief Financia Officers
Chief Information Officers

Performance Improvement Officers
Danny Werfel, Acting Controller, Office of Federal Financial Management
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Introduction

This guidance is intended to help agencies achieve the greatest value
possible from interagency acquisitions. Interagency acquisition is the term used to
describe the process by which one agency (requesting agency), uses the contracts
and/or contracting services of other agencies (servicing agencies) to obtain supplies
and services.

Materials in this document are presented in a question and answer format for
easy reference. Both requesting agencies and servicing agencies should review and
refer to this guidance with the goal of improving the management and use of
interagency acquisitions and mitigating associated risks.

What’s in this guidance document . . . .

Background on the purpose and structure of interagency acquisitions
(pp. 2-3).

Steps for maximizing value from interagency acquisitions (pp. 4-12).

Supplemental materials to help requesting agencies and servicing
agencies manage their shared responsibilities for assisted acquisitions,
including:

v' a checklist for establishing clear lines of responsibility between the
agencies (pp. 13-30);

the required elements for an interagency agreement (pp. 31-35);
a model interagency agreement (pp. 36-45); and

an example of a completed interagency agreement (pp. 46-65).

This guidance does not address all interagency business transactions, only
those that are undertaken for the primary purpose of obtaining services or products
from contractors. Accordingly, this document does not address intragovernmental
fiduciary activities, such as those with the Office of Personnel Management (e.g.,
USAJOBS) or the Department of Labor (e.g., Workers’ Compensation), reimbursable
work performed by federal employees (other than acquisition assistance), or
interagency activities where contracting is incidental to the purpose of the
transaction (e.g., activities performed under the Environmental Protection Agency’s
Cooperation Authority). In addition, assisted acquisitions associated with
government-wide programs that are centrally mandated and/or managed (e.g. e-
government) are also not addressed.

Interagency acquisitions are a type of intragovernmental transaction.
Accordingly, agencies should also refer to the Business Rules for Intragovernmental
Transactions, found in the Treasury Financial Manual, Volume 1, Bulletin 2007-03
(http://www.fms.treas.gov.tfm.voll/07-03.pdf).



http://www.fms.treas.gov.tfm.voll/07-03.pdf

I. Background

What is an interagency acquisition? Interagency acquisition is the term
used to describe the procedure by which an agency needing supplies or services
obtains them using another agency’s contract, the acquisition assistance of another
agency, or both. Interagency acquisitions typically involve two government
agencies: the requesting agency, which is the agency with the requirement, and
the servicing agency which provides acquisition support, administers contracts for
other agencies’ direct use, or both. In some cases, more than one servicing agency
may be involved in an assisted acquisition.

What are the benefits of an interagency acquisition? Both requesting
agencies and servicing agencies can benefit from well-executed interagency
acquisitions. Requesting agencies benefit from the capabilities or expertise of the
servicing agency and the efficiencies and economies associated with leveraging
resources and requirements. Servicing agencies benefit from the improved pricing
and terms and conditions they can negotiate when consolidating, in a justified
manner, other agencies’ needs with their own and among requesting agencies.

How are interagency acquisitions formed? Interagency acquisitions are
commonly conducted through indefinite delivery vehicles (IDVs), such as task and
delivery order contracts. The structure of these vehicles is well suited to the
efficiencies and economies that agencies seek through interagency acquisitions.
IDVs permit the issuance of orders for the performance of tasks or the delivery of
supplies against prepositioned contracts and agreements during the term of the
vehicle. The IDVs used most frequently to support interagency acquisitions are
Multiple Award Schedules (MAS), government-wide acquisition contracts (GWACSs),
and multi-agency contracts (MACs).

Types of Interagency Acquisitions

There are two types of interagency acquisitions: direct acquisitions and
assisted acquisitions.

¢ In a direct acquisition, the requesting agency places an order directly
against the servicing agency’s IDV. The servicing agency manages the IDV
but does not participate in the placement of an order.

In an assisted acquisition, the servicing agency and requesting agency

enter into an interagency agreement pursuant to which the servicing
agency performs acquisition activities on the requesting agency’s behalf,
such as awarding a contract, task order, or delivery order. In many
assisted acquisitions, the servicing agency also manages the IDV against
which orders are placed. For example, the General Services
Administration’s Federal Acquisition Service will typically place orders
against a MAS contract or a GWAC on behalf of its requesting agencies.
Sometimes, a servicing agency may find that another agency’s IDV can
better serve the requesting agency’s needs, in which case two servicing
agencies would be involved in the interagency acquisition.
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What is the authority for an interagency acquisition? A variety of laws
authorize interagency acquisitions. The Economy Act, 31 U.S.C. 1535, provides
general authority to undertake interagency acquisitions that is available to agencies
when more specific statutory authority does not exist. An increasing number of
interagency acquisitions are falling outside the Economy Act because many of
interagency contract vehicles that are widely used today, such as the MAS and
GWACs, are not governed by the Economy Act. Instead, these vehicles are
governed by more specific statutory authority. For example, the MAS is governed
by Title 111 of the Federal Property and Administrative Services Act of 1949 (41
U.S.C. 251, et seq.) and Title 40 U.S.C. 501, Services for Executive Agencies.
GWACs are authorized by section 5112(e) of the Clinger-Cohen Act (40 U.S.C.
11302(e)).

As a general matter, laws and regulations give agencies the discretion to
determine whether to use an interagency acquisition. This guide discusses how
agencies can exercise sound business discretion to maximize benefits when using
interagency acquisitions to meet their mission needs.* Section Il describes how
agencies can help ensure decisions to use direct acquisitions achieve best value.
Section 111 describes the steps agencies should take to achieve the greatest value
from assisted acquisitions.

' The guidance in this document applies to both Economy Act and non-Economy Act transactions. It is
intended to provide overarching principles for exercising sound judgment irrespective of the particular
law governing a given acquisition. Over the years, however, a number of requirements have been
developed in the Federal Acquisition Regulation (FAR) to implement the Economy Act. References are
made in this guide to these FAR provisions to remind readers of specific additional requirements that
must be met where the Economy Act applies.



Il. Direct acquisitions

Key Points to Remember About
Direct Acquisitions

Description
A direct acquisition is a type of interagency acquisition where the
requesting agency acquires goods or services through another agency’s

indefinite delivery vehicle (IDV) by placing an order directly against the
IDV.

Steps for maximizing value

Requesting agencies should ensure use of another agency’s IDV is in the
best interest of the government taking into account factors such as:

o the suitability of the vehicle,

o the value of using the vehicle, and

o the requesting agency’s ability to use the vehicle effectively.
Requesting agencies must be prepared to take on the various

responsibilities in the acquisition lifecycle, from acquisition planning and
contract execution to contract administration.

A. Best interest determinations

What should a requesting agency consider before entering into a
direct acquisition? Before placing an order directly against another agency’s IDV,
the requesting agency’s contracting officer, or other official designated in
accordance with agency procedure, should ensure that an interagency acquisition is
in the best interest of the government, taking into account factors such as:

e Suitability — whether the IDV that would be used can satisfy the agency’s
schedule, performance, and delivery requirements, including any statutory,
regulatory, and policy requirements.

¢ Value — whether the IDV’s pricing, including vehicle access fees (sometimes
referred to as an “industrial funding fee”), is fair and reasonable and comparable
to what the agency is likely to secure by creating its own contract, and
structured to allow the agency to obtain the best value for its needs.

e Expertise — whether the agency’s contracting office personnel have the
appropriate experience and training to properly place an order on a timely basis,



take advantage of beneficial features, such as discounts, and effectively
administer the order.

What presumptions may be made if using an FSSI vehicle, the
SmartBuy Program, the Schedules Program or a GWAC? Agencies may
presume that direct acquisitions made by qualified individuals are in the best
interest of the government if the vehicle was established under the Federal
Strategic Sourcing Initiative, the SmartBuy Program, the Federal Supply Schedules
Program, or is a government-wide acquisition contract (GWAC) operating pursuant
to Executive Agent designations granted by OMB under the Clinger-Cohen Act.
However, documentation in the contract file should still establish that the
acquisition vehicle is suitable for the agency’s needs. This information could be
documented as part of the agency’s planning documents. A formal Determination
and Finding (D&F) or Justification and Approval (J&A) is not required.

B. Executing responsibilities

How are responsibilities managed in a direct acquisition? In a direct
acquisition, the burden falls largely on the requesting agency to satisfy the various
responsibilities in the acquisition lifecycle, including the determination that the
agency’s requirement falls within the scope of the IDV. The servicing agency, as
the IDV owner, manages the IDV but does not participate in the placement of the
order.

Responsible Stewardship in a Direct Acquisition
Requesting agencies should . . .

review materials about the IDV and contact the servicing agency, as
“owner” of the IDV, for any special requirements (e.g., requirements
related to appointment of contracting officer technical representatives
(COTRS)), training opportunities, and questions about the vehicle, such as

scope, terms and conditions, competition requirements, and ordering
procedures.

Servicing agencies should . . .

post information on use of its vehicle, including competition requirements
and ordering procedures, make training available to requesting agency
users, and provide sufficient points of contact to address questions from
users in a timely manner.




Il1l. Assisted acquisitions

Key Points to Remember About
Assisted Acquisitions

Description

An assisted acquisition is a type of interagency acquisition where the
parties enter into an interagency agreement pursuant to which the
servicing agency performs acquisition activities on the requesting
agency’s behalf, such as awarding a contract, task order, delivery order,
or blanket purchase agreement.

Steps for maximizing value

Requesting agencies should choose a servicing agency that can provide
the necessary assistance by giving consideration to factors such as:

o the servicing agency’s authority, experience, and expertise;

o0 the servicing agency’s ability to comply with the requesting agency’s
laws and policies;

customer satisfaction with the servicing agency’s past performance;
and

0 reasonableness of the servicing agency’s fees.

Requesting and servicing agencies need to develop clear and complete
interagency agreements that:

0 establish general terms and conditions to govern the relationship
between the agencies, including each party’s role in carrying out
responsibilities in the acquisition lifecyle; and

provide information required to demonstrate a bona fide need and
authorize the transfer and obligation of funds.

A. Best interest determinations

What should a requesting agency consider before entering into an
assisted acquisition? Before requesting the assistance of a servicing agency to
perform acquisition activities, the requesting agency should determine that
acquisition assistance is needed (e.g., expertise or acquisition resources are not
readily available within the agency) and a servicing agency can provide the
assistance required.



In choosing an appropriate servicing agency, the requesting agency should
give consideration to:

e the servicing agency’s authority, experience, and expertise in entering into a
contract or order for the required products or services;

e the servicing agency’s ability to comply with the requesting agency’s statutes,
regulations, and policies, including any unique acquisition and fiscal
requirements;

e customer satisfaction with the servicing agency’s performance, both in terms of
responsiveness and results achieved; and

e reasonableness of the servicing agency’s fees.

If the assisted acquisition is subject to the Economy Act, a warranted
contracting officer or another official designated by the agency head must approve
a D&F. See Subpart 17.5 of the Federal Acquisition Regulation.

For assisted acquisitions outside the Economy Act, agencies shall ensure that
the individuals who establish the need for assistance and select a servicing agency
have the necessary expertise to make these business decisions. Individuals who
establish the need for acquisition assistance from an acquisition office outside of
their agency must have the necessary expertise to make this business decision.
Agencies shall take the following steps to ensure the acquisition office within the
requesting agency is appropriately involved in these decisions:

e Interagency acquisitions over $200.000. The requiring office (e.g., the

program office) shall provide notice of a planned interagency acquisition to the
head of the acquisition office within the requesting agency that is responsible for
providing assistance to the requiring office. The notice shall include a brief
description of the service or product, estimated dollar amount, and the name of
the external acquisition organization that will provide acquisition assistance.
Notice shall be sent by electronic mail with return receipt to provide a record for
management reviews and audits. Before the request is sent to the outside
servicing acquisition office, the notifier shall allow its internal acquisition office
one week to respond to the notice.

e Interagency acquisitions over $500.,000. The notifier from the requiring

office shall take the same steps as described for interagency acquisitions over
$200,000, except that instead of simply requesting a response from the in-
house acquisition office, the notifier shall seek its concurrence and allow one
week for response. Non-concurrences shall be presented to the requesting
agency’s Senior Procurement Executive and resolved within one week of the
non-concurrence.

Agencies shall not split requirements to avoid carrying out the responsibilities
described above. However, they may address multiple orders in one notice if the
underlying needs are related, especially if they are of a repetitive nature. Where
multiple orders are addressed in one notice, the description should be sufficiently
clear so that the in-house contracting office may consider the relative benefits of



having needs met through an interagency acquisition versus through the agency’s
own support structure and contract vehicles.

B. Interagency agreements

When is an interagency agreement required and what purpose does
it serve? All assisted acquisitions must be supported by an interagency agreement
(1A). An IA serves two purposes in an interagency acquisition. First, the IA
establishes the general terms and conditions that govern the relationship between
the requesting agency and the servicing agency. Second, the IA provides
information that is required to demonstrate a bona fide need and authorize the
transfer and obligation of funds.?

How is an IA structured? There are two main parts to an IA for an
assisted acquisition, corresponding to each of the purposes described above.

The Key Parts of an Interagency Agreement
for an Assisted Acquisition

Part A: General terms and conditions. Part A describes the general terms
and conditions that will govern the relationship between the requesting agency
and the servicing agency. Part A includes the responsibilities and respective
roles that each party must carry out to ensure the effective management and
use of an interagency contract.

Part B: Requirements and funding information. Part B provides specific
information on the requesting agency’s requirements sufficient to demonstrate
a bona fide need. It also includes financial information that is required to
authorize the transfer and obligation of funds for both the acquisition and the
assistance provided by the servicing agency in connection with the acquisition.

All 1As must have clearly enumerated terms and conditions, requirements
information, and funding information. However, the level of detail will vary based
on the breadth of acquisition assistance to be provided (e.g., the period over which
assistance will be provided, the number of offices requiring assistance) as well as
the complexity and dollar value of the requesting agency’s individual requirements.

For example, a one-time request for assistance associated with a simple,
small dollar acquisition of commercial items would likely have less detail and,

231 U.S.C. 1502(a), sometimes referred to as the “bona fide needs statute,” states that “[t]he
balance of an appropriation or fund limited for obligation to a definite period is available only for
payment of expenses properly incurred during the period of availability or to complete contracts
properly made within that period of availability and obligated consistent with section 1501.” To
determine whether appropriated funds are being used only for legitimate needs arising during their
period of availability requires that the description of goods or services for acquisition be specific,
definite, and clear. A description meeting these parameters is required to demonstrate a bona fide
need and support a binding agreement that can be recorded as an obligation in the fiscal year that the
funds are available for obligation.



perhaps, fewer terms than a request for ongoing assistance to carry out a series of
complex acquisitions for services. Unlike a one-time request for assistance, a long-
term agreement would require the parties to identify the organizations and types of
products and services that could be covered in future requests for assistance and to
periodically review terms and conditions.

Each part of the IA is discussed in greater detail below. Agencies should
carefully review their 1As for assisted acquisitions in conjunction with the guidance
below to ensure they are clear and complete. Agencies are encouraged to use the
model IA in Appendix 3 and, at a minimum, should ensure that their 1As contain the
elements enumerated in Appendix 2.

1. Part A: General terms and conditions.

What information must be included in Part A of the IA? The individual
elements that make up Part A are described in Table A of Appendix 2. Table A
identifies the party responsible for providing the necessary information for each
element and a cross-reference to language in the model IA in Appendix 3. For an
example of how a completed “Part A” of an IA might read, see Appendix 4.

The delineation of roles and responsibilities is a critical component of the
terms and conditions in the IA. Subsection 111.C, below, and Appendix 1 provide
guidance to help requesting agencies and servicing agencies establish clear lines of
responsibility.

As explained in subsection C, the checklist in Appendix 1 is designed to help
servicing agencies and requesting agencies think about their respective roles for
each responsibility in the acquisition lifecycle. The IA must document the
understandings reached by the parties after they have reviewed and discussed the
checklist. For an example of how such understandings may be documented, see
section A.6 of the completed IA in Appendix 4.

The effective execution of an assisted acquisition is the shared responsibility
of both the servicing agency and the requesting agency. Accordingly, the parties
must work together in developing the terms and conditions that will govern their
relationship and ensure their stakeholders — program, acquisition, financial, legal,
and other interested personnel — understand how assisted acquisitions will be
managed.

Is Part A designed to cover only a single assisted acquisition or may
it cover multiple assisted acquisitions? Part A may cover a single assisted
acquisition but will more typically serve as an umbrella document to cover multiple
assisted acquisitions. If multiple assisted acquisitions are anticipated, Part A should
identify the period over which the servicing agency is authorized to provide
assistance, the organizations that may request assistance, the organizations that
may provide assistance, the general types of services and/or products that the
requesting agency may need, unique terms and conditions, and restrictions, if any
(e.g., funding restrictions). The scope and performance period may be amended by
mutual agreement of the parties.
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Describing Products and Services
in Part A of the Interagency Agreement

The purpose of describing products and services in Part A is to establish a
general understanding between the agencies, where there will be an ongoing
relationship, of the types of services and products that management in the
requesting agency is authorizing its personnel to acquire (e.g., information
technology but not construction) and the types of needs the servicing agency
is prepared to acquire on behalf of the requesting agency.

The description of products and services in Part A is not intended to
establish a bona fide need and therefore may be as general or specific as
the parties deem appropriate.

Individual acquisitions conducted under the IA must fall within this
described scope, which may be amended by the parties. In addition,
before the servicing agency can undertake an acquisition, the requesting
agency must provide information on its requirements in Part B of the IA in
a specific, definite, and clear manner.

When does Part A become effective? Part A becomes effective when it is
signed by authorizing officials of both agencies or such later date as specified in the
agreement. However, a fiscal obligation is not created until the parties execute
Part B, which requires the requesting agency to describe a bona fide need and to
prepare funding documentation which must then be accepted by the servicing
agency.

Responsibilities for Maintaining Part A of the Interagency Agreement

e Part A should be maintained by both the requesting agency and the
servicing agency in the offices that signed the document.

The document should be made available to officials within the agency who
may be involved in executing Part B.

¢ Agencies should review the terms and conditions annually for 1As that are
longer than one year in length and execute amendments as necessary.
They should also periodically review performance under the IA to
determine if expectations are being met (e.g., is each party carrying out
its respective responsibilities in a timely manner) and document a
summary of their assessment. The assessment should be signed and
dated by each agency’s reviewing official and maintained in the IA file.
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2. Part B: Requirements and funding information.

What is the purpose of Part B of the 1A? Part B serves multiple
purposes. It is a requirements document to demonstrate a bona fide need. Itis
also an obligating document. Its execution authorizes the transfer and acceptance
of funds for an assisted acquisition.?

What information must be included in Part B of the 1A? Part B must
provide specific information on the requesting agency’s requirements sufficient to
demonstrate a bona fide need. It also must include financial information that is
required to authorize the transfer and obligation of funds for both the acquisition
and the assistance provided by the servicing agency in connection with the
acquisition.

The individual elements that make up Part B are described in Table B of
Appendix 2. Table B identifies the party responsible for providing the necessary
information for each element and a cross-reference to language in the model IA in
Appendix 3. For an example of how a completed “Part B” of an 1A might read, see
Appendix 4.

The requesting agency and servicing agency must work together to ensure
the 1A provides requirements information that is specific, definite, and clear to
demonstrate a bona fide need. In addition, the funding information must
demonstrate that the amounts being transferred for obligation are for the purpose
designated, meet time restrictions, and are legally available.

It is important that the terms and conditions established in Part A either be
incorporated by reference or attached to Part B, irrespective of whether the parties
use the sample IA or an alternate agency form for interagency transfers, such as
DD Form 448, “Military Interdepartmental Purchase Request (MIPR) and DD Form
448-2, “Acceptance of MIPR.”

When does Part B become effective? Part B becomes effective when it is
signed by authorizing officials of both agencies. The requesting agency incurs a
fiscal obligation when Part B is accepted by the servicing agency.

When might an addendum to Part B be appropriate? Appropriate
documentation must accompany each transfer of funds. In some cases, the
documentation may take the form of an addendum to Part B, as opposed to the
issuance of a new Part B. For example, an addendum may be sufficient to address
the ongoing transfer of funds in relation to a requirement for which incremental
funding has been authorized. The addendum in this circumstance might document
purpose, obligation amount, and requesting agency and servicing agency funding
information, with signatures of authorized servicing and requesting agency officials
(see sections B.1, 11, 12, 13, and 18 of Part B of the model 1A). By contrast, an

3 If the Economy Act is applicable to the transaction, a D&F must be approved by a
warranted contracting officer or another official designated by the agency head.
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addendum would not be sufficient to support the transfer of funds to cover a new
requirement.

Maintaining Part B of the Interagency Agreement

Part B should be maintained by the contracting office in the servicing
agency that is responsible for providing acquisition assistance.

Each contract or task/delivery order file that is established under the 1A
must either include or incorporate by reference a copy of the entire IA,
including reference numbers, location, and execution dates for Part A and
each Part B (including addenda, if any).

Part B should also be maintained by the cognizant program office in the
requesting agency.

Part B should be forwarded to the financial offices of both the requesting
and servicing agencies to ensure the proper transfer, obligation,
collection, and accounting of funds.

C. Executing responsibilities

What responsibilities are associated with an assisted acquisition and
who is responsible for carrying them out? Achieving success on an assisted
acquisition requires effective execution of the same basic responsibilities that must
be carried out when an agency acquires a product or service for itself or through a
direct acquisition, including acquisition planning, contract execution, and contract
administration. However, in an assisted acquisition, most acquisition
responsibilities are shared. For this reason, the role each agency plays in meeting
these responsibilities must be clearly understood by the respective parties to
mitigate risk and achieve the best results possible from the assisted acquisition.

May roles be negotiated between the parties? Most of the roles each
agency plays in meeting responsibilities in the acquisition lifecycle may be
negotiated, consistent with applicable laws, regulations, and policies. There are
some exceptions where certain roles must be performed by the same party in every
assisted acquisition. For example, the requesting agency must:

e establish a bona fide need in terms that are specific, definite and clear;

o certify that funds are appropriate for the designated purpose, meet time
limitations, and are legally available for the specified acquisition;

e identify any acquisition laws, fiscal laws or related policies that are unique to, or
that restrict, the agency; and
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e provide the servicing agency with the correct funding agency code needed for
accurate reporting to the Federal Procurement Data System (FPDS).

What steps must requesting agencies and servicing agencies take to
ensure clear lines of responsibility? Requesting agencies and servicing
agencies must carefully delineate their roles and responsibilities in the IA.
Appendix 1 provides a checklist of the responsibilities in an interagency acquisition
to help requesting agencies and servicing agencies define their respective roles in
the IA. For each responsibility, the checklist describes roles for the requesting
agency and the servicing agency.

Circumstances underlying individual 1As will vary. For this reason, the
description of certain roles has been generalized in the checklist. Accordingly, the
parties will need to definitize their respective roles in the IA after reviewing the
checklist.

Where can an example be found showing the documentation of roles
and responsibilities in an interagency agreement? For an example of how
understandings between the parties may be documented, see section A.6 of the
completed IA example in Appendix 4.
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Appendix 1

Checklist of Roles and Responsibilities
in Assisted Acquisitions

To ensure sound management and use of interagency acquisitions and
maximize their impact on agency effectiveness, requesting and servicing agencies
must establish clear lines of responsibility for each step in the acquisition lifecycle,
from planning to contract closeout.

This Appendix is designed to help requesting and servicing agencies define
their respective roles in the IA. It identifies 16 basic responsibilities in an
interagency acquisition. For each responsibility, the appendix describes associated
roles for the requesting agency and the servicing agency.

List of Responsibilities in an Assisted Acquisition

Acquisition Planning
Determine needs and develop requirements documents
Prepare funding document
Develop acquisition strategy
Prepare statement of work (SOW) and/or specifications
Develop quality assurance requirements
Identify official to assist contracting officer with contract administration

Contract Execution

7. Comply with competition requirements

8. Comply with customer-specific laws and policies
9. Ensure price reasonableness

10. Conduct source evaluation and make award

Contract Administration

11. Conduct inspection, acceptance, and surveillance

12. Determine when contract modifications are required

13. Prepare contractor performance evaluations

14. Review and approve invoices and make payment

15. Perform contract closeout & retrieve unexpended funds

Other Responsibilities
16. Track contract activity
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This checklist should be used only as a starting point. The description of
certain roles has been generalized in the checklist, because the nature and
circumstances underlying an 1A will vary, as will the needs and internal policies of
the agencies involved. For example, I1As will need to establish:

¢ which agency prepares the statement of work, performance work statement, or
statement of objectives;

o the required level of contract administration, the type of official required, and
the agency that will provide the official;

e which agency is responsible for establishing acceptance of deliverables; and
¢ if the requesting agency intends to use direct fund cite.

Accordingly, requesting and servicing agencies should work together to definitize
their roles in the IA (see section A.6 of the model 1A), so that accountability is
effectively established. A sample IA is provided at Appendix 4, using the model IA,
so readers may see one example of how roles identified in this appendix might be
delineated in the model IA.
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Responsibility: Ensure sound management and use of assisted acquisitions to

maximize impact on agency effectiveness.

Requesting Agency

Servicing Agency

Work closely with the Servicing Agency
to establish 1As that are clear and
complete.

Be a good steward of the agency’s
funds by ensuring appropriate internal
controls are in place to ensure
interagency acquisition activities are
consistent with sound project
management, contracting, and fiscal
practices.

Work in close collaboration with the
Servicing Agency throughout the
project lifecycle. Make trained and
qualified personnel available to support
key activities, including the timely
preparation and execution of funding
documents, compliance with customer-
unique laws and policies, acquisition
planning, source selection evaluation,
and contract administration.

Provide accurate and timely
information to support the Servicing
Agency in effectively awarding and
managing the contract, including
evaluation of contractor performance
and prompt payment.

Obtain legal review, as needed, for
issues related to the development and
execution of the IA, in accordance with
any agency procedures.

Review the general terms and
conditions of the IA with the Servicing
Agency no less than annually and make
amendments as necessary.

Work closely with the Requesting
Agency to establish 1As that are clear
and complete.

Be a good steward of the Requesting
Agency's funds by ensuring appropriate
internal controls, and applying sound
project management, contracting, and
fiscal practices.

Manage all phases of the project
lifecycle from requirements
development through contract
closeout, as agreed in the IA.

Work in close collaboration with the
Requesting Agency throughout the
project lifecycle, responding promptly
to inquiries from the Requesting
Agency including matters regarding
process, project status, and funds
balance.

Enforce contractual terms and
conditions to ensure the timely delivery
of goods and services.

Maintain accurate records and files
associated with acquisition assistance
activities.

Obtain necessary legal review for
issues arising under the IA.

Review the general terms and
conditions of the IA with the
Requesting Agency no less than
annually and make amendments as