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SECTIONS EDITED:  

Procurement Guidance: 

T3.2.1 - Procurement Planning 

Procurement Request (PR)  

Section 3 : Review by Chief Information Officer [Old Content][New Content] [RedLine Content]  
Procurement Guidance: 

T3.2.1 - Procurement Planning 

Procurement Request (PR)  

Section 9 : PR Package Clearances, Justifications and Other Documentation 
[Old Content][New Content] [RedLine Content]  

 
SECTIONS EDITED:  

 

Section 3 : Review by Chief Information Officer 
Old Content: Procurement Guidance: 

T3.2.1 - Procurement Planning 

Procurement Request (PR)  

Section 3 : Review by Chief Information Officer  

a. The Chief Information Officer (CIO) must review and approve proposed procurement actions 

for information technology and service resources that are estimated to exceed $250,000 and 

would result in a new or modified: 

(1) Contract; 

(2) Order, such as those issued through a Federal Supply Schedule (FSS); or 

(3) Agreement, to include interagency and intra-agency agreements. 

b. Information Resources. 

(1) Equipment or interconnected system or subsystem of equipment, that is used in the 

automatic acquisition, storage, manipulation, management, movement, control, display, 

switching, interchange, transmission, or reception of data or information by the FAA. 

(2) Information resources include: 

(a) Services (including support services): 

(b) Computers; 

(c) Ancillary equipment; 

(d) Software; and 
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(e) Firmware and similar procedures. 

(3) Information resources do not include any equipment that is acquired by a Federal 

contractor incidental to a Federal contract. 

c. Review Process. 

(1) For those proposed procurement actions for information technology and service 

resources that are estimated to exceed $250,000, the program official must submit the 

following information to AIO-3 for review: 

(a) Statement of Work (SOW) or requirements documentation; 

(b) Cost or price information, to include an independent Government cost 

estimate (IGCE) when required; and 

(c) Documentation of market research conducted. 

(2) The CIO review package may be sent to AIO-3 electronically through e-mail or in 

hardcopy form. 

(3) Once approved by the CIO, the program official may then prepare the requisition. 

(4) Prior to submission of the requisition to the contracting office, the program office 

must note the date of the CIO's approval in the body of the requisition. 

d. Goals of CIO Review. 

(1) Ensure that goals of the FAA Flight Plan are addressed in procurements involving 

information resources. 

(2) Prevent redundant procurements. 

(3) Ensure that the resource is compatible with the FAA's current or planned 

Enterprise Architecture. 

(4) Ensure that information technology resources support FAA Business Processes. 

(5) Promote and ensure information systems security. 

(6) Identify potential savings or efficiencies. 

New Content: Procurement Guidance: 

T3.2.1 - Procurement Planning 
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Procurement Request (PR)  

Section 3 : Review by Chief Information Officer  

a. The Chief Information Officer (CIO) must review and approve proposed procurement actions 

for information technology and service resources that are estimated to exceed $250,000 and 

would result in a new or modified: 

(1) Contract; 

(2) Order, such as those issued through a Federal Supply Schedule (FSS); or 

(3) Agreement, to include interagency and intra-agency agreements. 

b. Information Resources. 

(1) Equipment or interconnected system or subsystem of equipment, that is used in the 

automatic acquisition, storage, manipulation, management, movement, control, display, 

switching, interchange, transmission, or reception of data or information by the FAA. 

(2) Information resources include: 

(a) Services (including support services): 

(b) Computers; 

(c) Ancillary equipment; 

(d) Software; and 

(e) Firmware and similar procedures. 

(3) Information resources do not include any equipment that is acquired by a Federal 

contractor incidental to a Federal contract. 

c. Review Process. 

(1) For those proposed procurement actions for information technology and service 

resources that are estimated to exceed $250,000, the program official must submit the 

following information to AIT-3 for review: 

(a) Statement of Work (SOW) or requirements documentation; 

(b) Cost or price information, to include an independent Government cost 

estimate (IGCE) when required; and 
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(c) Documentation of market research conducted. 

(2) The CIO review package may be sent to AIT-3 electronically through e-mail or in 

hardcopy form. 

(3) Once approved by the CIO, the program official may then prepare the requisition. 

(4) Prior to submission of the requisition to the contracting office, the program office 

must note the date of the CIO's approval in the body of the requisition. 

d. Goals of CIO Review. 

(1) Ensure that goals of the FAA Flight Plan are addressed in procurements involving 

information resources. 

(2) Prevent redundant procurements. 

(3) Ensure that the resource is compatible with the FAA's current or planned 

Enterprise Architecture. 

(4) Ensure that information technology resources support FAA Business Processes. 

(5) Promote and ensure information systems security. 

(6) Identify potential savings or efficiencies. 

Red Line Content: Procurement Guidance: 

T3.2.1 - Procurement Planning 

Procurement Request (PR)  

Section 3 : Review by Chief Information Officer  

a. The Chief Information Officer (CIO) must review and approve proposed procurement actions 

for information technology and service resources that are estimated to exceed $250,000 and 

would result in a new or modified: 

(1) Contract; 

(2) Order, such as those issued through a Federal Supply Schedule (FSS); or 

(3) Agreement, to include interagency and intra-agency agreements. 

b. Information Resources. 
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(1) Equipment or interconnected system or subsystem of equipment, that is used in the 

automatic acquisition, storage, manipulation, management, movement, control, display, 

switching, interchange, transmission, or reception of data or information by the FAA. 

(2) Information resources include: 

(a) Services (including support services): 

(b) Computers; 

(c) Ancillary equipment; 

(d) Software; and 

(e) Firmware and similar procedures. 

(3) Information resources do not include any equipment that is acquired by a Federal 

contractor incidental to a Federal contract. 

c. Review Process. 

(1) For those proposed procurement actions for information technology and service 

resources that are estimated to exceed $250,000, the program official must submit the 

following information to AIOAIT-3 for review: 

(a) Statement of Work (SOW) or requirements documentation; 

(b) Cost or price information, to include an independent Government cost 

estimate (IGCE) when required; and 

(c) Documentation of market research conducted. 

(2) The CIO review package may be sent to AIOAIT-3 electronically through e-mail or in 

hardcopy form. 

(3) Once approved by the CIO, the program official may then prepare the requisition. 

(4) Prior to submission of the requisition to the contracting office, the program office 

must note the date of the CIO's approval in the body of the requisition. 

d. Goals of CIO Review. 

(1) Ensure that goals of the FAA Flight Plan are addressed in procurements involving 

information resources. 
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(2) Prevent redundant procurements. 

(3) Ensure that the resource is compatible with the FAA's current or planned 

Enterprise Architecture. 

(4) Ensure that information technology resources support FAA Business Processes. 

(5) Promote and ensure information systems security. 

(6) Identify potential savings or efficiencies. 

 
 

Section 9 : PR Package Clearances, Justifications and Other Documentation 
Old Content: Procurement Guidance: 

T3.2.1 - Procurement Planning 

Procurement Request (PR)  

Section 9 : PR Package Clearances, Justifications and Other Documentation  

The program official furnishes evidence of certain required clearances, approvals, and 

justifications with the PR package. This information varies, depending on the nature of 

requirement, procurement strategy, and dollar value. The program official should consult with 

the CO to determine applicability of each of the below clearances, documentation, and approvals 

to the particular requirement. Documentation or other evidence for the below forms part of the 

PR package (the below is not all inclusive nor will it apply to each procurement action): 

a. Chief Financial Officer Approval. For a single or cumulative expenditure over $10M, the CO 

must receive evidence of the Chief Financial Officer's (CFO) approval of the procurement prior 

to issuing a Request for Offer (RFO). (See AMS Procurement Guidance T3.2.4 "Chief Financial 

Officer Requirements" for additional information.) 

b. Accountable Personal Property. FAA's financial standards and annual audit require accurate 

recording of personal property acquisitions. Before creating a requisition in PRISM, the program 

official must establish appropriate projects and tasks in the DELPHI Project Accounting (PA) 

module. Each line item on a requisition must have at least one (but can have more than one) 

project and task associated with it. The CO will use the line item structure contained in the 

requisition when setting up the Contract Line Item Number (CLIN) structure. 

c. Government Furnished Property, Information, or Material. The PR package identifies 

Government property, information, or material. FAA property is managed, transferred, and 

added to FAA records through the Automated Inventory Tracking System (AITS). Any special 

restrictions or conditions, such as property provided "as is" security issues, or special handling 

should also be specified in the PR package. 
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d. Personal Property from Commercial Sources. Before initiating a requisition to obtain personal 

property, program officials must determine if the property is available for reuse from an FAA or 

other Government source, as required by FAA Order 4800.2C (May 31, 1996) and "FAA 

Reutilization and Disposition Process & Procedure Guide" (FAA only), dated October 2006. 

e. Project Materiel. Materiel for projects is requisitioned through the Logistics and Inventory 

System (LIS) Project Materiel Management System (PMMS). For further information on 

acquiring materiel, refer to the "Project/Materiel Management Desk Guide" (FAA only). 

f. Section 508 of the Rehabilitation Act. Acquisition of electronic and information technology 

(EIT) must comply with Section 508 requirements for accessibility. The program official must 

document EIT non-availability, including market research performed and standards that cannot 

be met. For further information, see AMS Procurement Guidance T3.2.2 "Source Selection," or 

the FAA Section 508 website (FAA only). 

g. Personnel Security. For individuals that may need access to FAA facilities, sensitive 

unclassified information, or resources, the contract security clause contains sufficient language to 

meet that objective. For specific guidance and regulations, see the applicable personnel security 

orders (FAA Order 1600.1E Personnel Security Program and FAA Order 1600.72A Contractor 

and Industrial Security Program). FAA Form 1600-77, "Contractor Position Risk/Sensitivity 

Level Designation Record" is used by the Operating Office to make initial position 

risk/sensitivity level designations based on the initial list of positions and the statement of work. 

h. Sensitive Unclassified Information. The program official must coordinate with the local FAA 

Servicing Security Element (SSE) for the minimum standards to mark, store, control, transmit, 

and destroy Sensitive Unclassified Information, For Official Use Only, Sensitive Security 

Information, or unclassified information that may be withheld from public release. (See FAA 

Order 1600.75 or AMS Procurement Guidance T3.14.1 "Security" for additional information.) 

i. Classified Information. The PR package should identify any requirements for handling of 

classified materials or for access of contractor personnel to classified information. (See FAA 

Order 1600.2E Safeguarding Classified National Security Information for additional 

information). 

j. Information Systems Security. The FAA must ensure that all information systems are protected 

from threats to integrity, availability, and confidentiality. (See FAA Order 1370.82A for 

additional information.) 

k. Paperwork Reduction Act. The FAA must obtain approval to collect information through 

questionnaires, focus groups, telephone surveys, applications, performance reports, customer 

satisfaction surveys, studies and evaluations, interviews, forms, and other means of requesting 

information from 10 or more respondents. The program official must first coordinate 

requirements through the FAA Information Clearance Officer (AIO-20), and then obtain 

clearance from Office of Management and Budget (OMB). 

javascript:redirectext('https://employees.faa.gov/org/staffoffices/afn/regions_center/materiel_personal_property/process/#Reutilization')
javascript:redirectext('https://employees.faa.gov/org/staffoffices/afn/regions_center/materiel_personal_property/process/#Reutilization')
javascript:redirectext('https://employees.faa.gov/org/staffoffices/afn/finance/organization/operations/capitalization/materiel/')
https://intranet.faa.gov/faaemployees/org/staffoffices/aio/programs/ites/section_508/
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l. Privacy Act. When a requirement involves the design, development, or operation of a system 

of records on individuals for an FAA function, the statement of work must identify FAA rules 

and regulations implementing the Privacy Act. (See FAA Order 1280.1A ;Protecting Privacy of 

Information About Individuals.) 

m. Printing or Duplicating or Purchase or Lease of Copying Equipment. For printing or 

duplicating services to be performed either by Government Printing Office (GPO) or outside 

printing businesses, program officials must coordinate with the cognizant FAA printing 

management office. Purchase or lease of duplicators or electronic copiers over $100,000 must be 

approved: for Headquarters acquisitions, coordinate with the Corporate Information Division 

(ABA-10); Region, Center and Service Area acquisitions, coordinate with the servicing printing 

management organization. 

n. NAS Specifications. Specifications for acquisitions under the Capital Improvement Program 

(CIP) are baselined and under configuration control. A requisition for NAS program 

specification change must include evidence of approval by the NAS Configuration Control 

Board. 

o. Options. If optional quantities or services are to be included, the PR package should state the 

basis for evaluating the offerors' proposals. The PR package should indicate whether it is 

expected that offers will be evaluated for award purposes only on the basis of the price for the 

basic requirement exclusive of options, or price inclusive of options. 

p. Warranty. Warranties should be cost beneficial. For other than standard commercial warranty 

generally accepted as included with basic purchase price, the PR package should include an 

analysis of the costs of a warranty and its administration, versus the benefits of liability deferral. 

q. Liquidated Damages. Before liquidated damages provisions may be included in a contract, the 

program official must adequately justify and document the basis for amounts to be assessed. (See 

AMS Procurement Guidance T3.8.7 "Construction Contracting" for more information.) 

r. Brand Name Products. When a brand name or equal description is used, the PR package must 

state the brand name product and salient physical, functional, performance, and interoperability 

or interface characteristics of the brand name product so that vendors may offer alternative but 

equal products. Brand name-mandatory descriptions identify a specific make, model, or catalog 

number, and manufacturer of a product. This type of description differs from brand name or 

equal because vendors may not provide an equal item. For brand name-mandatory, a single 

source justification is required with the PR package. (See AMS Procurement Guidance T3.2.2.8 

"Describing Needs" for more information.) 

s. Recovered Materials. Program officials are responsible for defining product specifications, 

utilizing FAA's minimum content standards or preference standards, when procuring EPA-

designated items. The program official should provide a written determination certifying that the 

statement of work/specifications for materials/services specified complies with the FAA's 
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preference standards for recovered materials. (See AMS Procurement Guidance T3.6.3 

"Environment, Conservation and Energy" for additional information.) 

t. Recycled Content. Purchases of EPA-designated recycled content products must meet or 

exceed EPA guideline standards, unless price, performance, or availability justifies not doing so. 

The program official should document this determination. (See AMS Procurement Guidance 

T3.6.3 "Environment, Conservation and Energy" for additional information.) 

u. Capital Versus Non-Capital Lease Determination. The FAA is required to capitalize certain 

improvements in both owned and leased space. In addition, the FAA (to include the Operating 

Office, RECO, and accounting) is required to make a determination as to whether leases 

(including real property leases) are capital or operating leases and insure they are recorded and 

filed accordingly. (See AMS Real Estate Guidance 3.1.5 "Capitalization" for additional 

information and applicable forms.) 

v. Personal Services. Personal services contracts are permissible if appropriately justified and 

approved by senior management. The PR package must include evidence of this approval. (See 

AMS Procurement Guidance T3.8.2 "Service Contracting" for more information.) 

w. Single Source Justification. When in FAA's best interests, a single source procurement may 

be appropriate. The program official should prepare a justification documenting the rational basis 

for using a single vendor. (See AMS Procurement Guidance T3.2.2.4 "Single Source" for 

additional information.) 

x. Technical Evaluation Factors/Plan. Technical evaluation factors must be approved before 

issuing a solicitation. The program official must provide the factors and plan for evaluating 

technical proposals. 

y. Earned Value Management System (EVMS). An earned value management system (EVMS) is 

required for projects involving development, modernization, or enhancement estimated at $10M 

or more. Program officials should consult with the FAA's EVM Focal Point (AAP-200) to 

determine appropriate EVMS certification, review, and reporting requirements. (See AMS 

"Earned Value Management Guide" for additional information.) 

New Content: Procurement Guidance: 

T3.2.1 - Procurement Planning 

Procurement Request (PR)  

Section 9 : PR Package Clearances, Justifications and Other Documentation  

The program official furnishes evidence of certain required clearances, approvals, and 

justifications with the PR package. This information varies, depending on the nature of 

requirement, procurement strategy, and dollar value. The program official should consult with 

the CO to determine applicability of each of the below clearances, documentation, and approvals 

to the particular requirement. Documentation or other evidence for the below forms part of the 

PR package (the below is not all inclusive nor will it apply to each procurement action): 
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a. Chief Financial Officer Approval. For a single or cumulative expenditure over $10M, the CO 

must receive evidence of the Chief Financial Officer's (CFO) approval of the procurement prior 

to issuing a Request for Offer (RFO). (See AMS Procurement Guidance T3.2.4 "Chief Financial 

Officer Requirements" for additional information.) 

b. Accountable Personal Property. FAA's financial standards and annual audit require accurate 

recording of personal property acquisitions. Before creating a requisition in PRISM, the program 

official must establish appropriate projects and tasks in the DELPHI Project Accounting (PA) 

module. Each line item on a requisition must have at least one (but can have more than one) 

project and task associated with it. The CO will use the line item structure contained in the 

requisition when setting up the Contract Line Item Number (CLIN) structure. 

c. Government Furnished Property, Information, or Material. The PR package identifies 

Government property, information, or material. FAA property is managed, transferred, and 

added to FAA records through the Automated Inventory Tracking System (AITS). Any special 

restrictions or conditions, such as property provided "as is" security issues, or special handling 

should also be specified in the PR package. 

d. Personal Property from Commercial Sources. Before initiating a requisition to obtain personal 

property, program officials must determine if the property is available for reuse from an FAA or 

other Government source, as required by FAA Order 4800.2C (May 31, 1996) and "FAA 

Reutilization and Disposition Process & Procedure Guide" (FAA only), dated October 2006. 

e. Project Materiel. Materiel for projects is requisitioned through the Logistics and Inventory 

System (LIS) Project Materiel Management System (PMMS). For further information on 

acquiring materiel, refer to the "Project/Materiel Management Desk Guide" (FAA only). 

f. Section 508 of the Rehabilitation Act. Acquisition of electronic and information technology 

(EIT) must comply with Section 508 requirements for accessibility. The program official must 

document EIT non-availability, including market research performed and standards that cannot 

be met. For further information, see AMS Procurement Guidance T3.2.2 "Source Selection," or 

the FAA Section 508 website (FAA only). 

g. Personnel Security. For individuals that may need access to FAA facilities, sensitive 

unclassified information, or resources, the contract security clause contains sufficient language to 

meet that objective. For specific guidance and regulations, see the applicable personnel security 

orders (FAA Order 1600.1E Personnel Security Program and FAA Order 1600.72A Contractor 

and Industrial Security Program). FAA Form 1600-77, "Contractor Position Risk/Sensitivity 

Level Designation Record" is used by the Operating Office to make initial position 

risk/sensitivity level designations based on the initial list of positions and the statement of work. 

h. Sensitive Unclassified Information. The program official must coordinate with the local FAA 

Servicing Security Element (SSE) for the minimum standards to mark, store, control, transmit, 

and destroy Sensitive Unclassified Information, For Official Use Only, Sensitive Security 

javascript:redirectext('https://employees.faa.gov/org/staffoffices/afn/regions_center/materiel_personal_property/process/#Reutilization')
javascript:redirectext('https://employees.faa.gov/org/staffoffices/afn/regions_center/materiel_personal_property/process/#Reutilization')
javascript:redirectext('https://employees.faa.gov/org/staffoffices/afn/finance/organization/operations/capitalization/materiel/')
https://intranet.faa.gov/faaemployees/org/staffoffices/aio/programs/ites/section_508/
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Information, or unclassified information that may be withheld from public release. (See FAA 

Order 1600.75 or AMS Procurement Guidance T3.14.1 "Security" for additional information.) 

i. Classified Information. The PR package should identify any requirements for handling of 

classified materials or for access of contractor personnel to classified information. (See FAA 

Order 1600.2E Safeguarding Classified National Security Information for additional 

information). 

j. Information Systems Security. The FAA must ensure that all information systems are protected 

from threats to integrity, availability, and confidentiality. (See FAA Order 1370.82A for 

additional information.) 

k. Paperwork Reduction Act. The FAA must obtain approval to collect information through 

questionnaires, focus groups, telephone surveys, applications, performance reports, customer 

satisfaction surveys, studies and evaluations, interviews, forms, and other means of requesting 

information from 10 or more respondents. The program official must first coordinate 

requirements through the FAA Information Clearance Officer (AIT-20), and then obtain 

clearance from Office of Management and Budget (OMB). 

l. Privacy Act. When a requirement involves the design, development, or operation of a system 

of records on individuals for an FAA function, the statement of work must identify FAA rules 

and regulations implementing the Privacy Act. (See FAA Order 1280.1A ;Protecting Privacy of 

Information About Individuals.) 

m. Printing or Duplicating or Purchase or Lease of Copying Equipment. For printing or 

duplicating services to be performed either by Government Printing Office (GPO) or outside 

printing businesses, program officials must coordinate with the cognizant FAA printing 

management office. Purchase or lease of duplicators or electronic copiers over $100,000 must be 

approved: for Headquarters acquisitions, coordinate with the Corporate Information Division 

(ABA-10); Region, Center and Service Area acquisitions, coordinate with the servicing printing 

management organization. 

n. NAS Specifications. Specifications for acquisitions under the Capital Improvement Program 

(CIP) are baselined and under configuration control. A requisition for NAS program 

specification change must include evidence of approval by the NAS Configuration Control 

Board. 

o. Options. If optional quantities or services are to be included, the PR package should state the 

basis for evaluating offeror proposals. The PR package should indicate whether it is expected 

that offers will be evaluated for award purposes only on the basis of the price for the basic 

requirement exclusive of options, or price inclusive of options. 

p. Warranty. Warranties should be cost beneficial. For other than standard commercial warranty 

generally accepted as included with basic purchase price, the PR package should include an 

analysis of the costs of a warranty and its administration, versus the benefits of liability deferral. 
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q. Liquidated Damages. Before liquidated damages provisions may be included in a contract, the 

program official must adequately justify and document the basis for amounts to be assessed. (See 

AMS Procurement Guidance T3.8.7 "Construction Contracting" for more information.) 

r. Brand Name Products. When a brand name or equal description is used, the PR package must 

state the brand name product and salient physical, functional, performance, and interoperability 

or interface characteristics of the brand name product so that vendors may offer alternative but 

equal products. Brand name-mandatory descriptions identify a specific make, model, or catalog 

number, and manufacturer of a product. This type of description differs from brand name or 

equal because vendors may not provide an equal item. For brand name-mandatory, a single 

source justification is required with the PR package. (See AMS Procurement Guidance T3.2.2.8 

"Describing Needs" for more information.) 

s. Recovered Materials. Program officials are responsible for defining product specifications, 

utilizing FAA's minimum content standards or preference standards, when procuring EPA-

designated items. The program official should provide a written determination certifying that the 

statement of work/specifications for materials/services specified complies with the FAA's 

preference standards for recovered materials. (See AMS Procurement Guidance T3.6.3 

"Environment, Conservation and Energy" for additional information.) 

t. Recycled Content. Purchases of EPA-designated recycled content products must meet or 

exceed EPA guideline standards, unless price, performance, or availability justifies not doing so. 

The program official should document this determination. (See AMS Procurement Guidance 

T3.6.3 "Environment, Conservation and Energy" for additional information.) 

u. Capital Versus Non-Capital Lease Determination. The FAA is required to capitalize certain 

improvements in both owned and leased space. In addition, the FAA (to include the Operating 

Office, RECO, and accounting) is required to make a determination as to whether leases 

(including real property leases) are capital or operating leases and insure they are recorded and 

filed accordingly. (See AMS Real Estate Guidance 3.1.5 "Capitalization" for additional 

information and applicable forms.) 

v. Personal Services. Personal services contracts are permissible if appropriately justified and 

approved by senior management. The PR package must include evidence of this approval. (See 

AMS Procurement Guidance T3.8.2 "Service Contracting" for more information.) 

w. Single Source Justification. When in FAA's best interests, a single source procurement may 

be appropriate. The program official should prepare a justification documenting the rational basis 

for using a single vendor. (See AMS Procurement Guidance T3.2.2.4 "Single Source" for 

additional information.) 

x. Technical Evaluation Factors/Plan. Technical evaluation factors must be approved before 

issuing a solicitation. The program official must provide the factors and plan for evaluating 

technical proposals. 
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y. Earned Value Management System (EVMS). An earned value management system (EVMS) is 

required for projects involving development, modernization, or enhancement estimated at $10M 

or more. Program officials should consult with the FAA's EVM Focal Point (AAP-200) to 

determine appropriate EVMS certification, review, and reporting requirements. (See AMS 

"Earned Value Management Guide" for additional information.) 

Red Line Content: Procurement Guidance: 

T3.2.1 - Procurement Planning 

Procurement Request (PR)  

Section 9 : PR Package Clearances, Justifications and Other Documentation  

The program official furnishes evidence of certain required clearances, approvals, and 

justifications with the PR package. This information varies, depending on the nature of 

requirement, procurement strategy, and dollar value. The program official should consult with 

the CO to determine applicability of each of the below clearances, documentation, and approvals 

to the particular requirement. Documentation or other evidence for the below forms part of the 

PR package (the below is not all inclusive nor will it apply to each procurement action): 

a. Chief Financial Officer Approval. For a single or cumulative expenditure over $10M, the CO 

must receive evidence of the Chief Financial Officer's (CFO) approval of the procurement prior 

to issuing a Request for Offer (RFO). (See AMS Procurement Guidance T3.2.4 "Chief Financial 

Officer Requirements" for additional information.) 

b. Accountable Personal Property. FAA's financial standards and annual audit require accurate 

recording of personal property acquisitions. Before creating a requisition in PRISM, the program 

official must establish appropriate projects and tasks in the DELPHI Project Accounting (PA) 

module. Each line item on a requisition must have at least one (but can have more than one) 

project and task associated with it. The CO will use the line item structure contained in the 

requisition when setting up the Contract Line Item Number (CLIN) structure. 

c. Government Furnished Property, Information, or Material. The PR package identifies 

Government property, information, or material. FAA property is managed, transferred, and 

added to FAA records through the Automated Inventory Tracking System (AITS). Any special 

restrictions or conditions, such as property provided "as is" security issues, or special handling 

should also be specified in the PR package. 

d. Personal Property from Commercial Sources. Before initiating a requisition to obtain personal 

property, program officials must determine if the property is available for reuse from an FAA or 

other Government source, as required by FAA Order 4800.2C (May 31, 1996) and "FAA 

Reutilization and Disposition Process & Procedure Guide" (FAA only), dated October 2006. 

e. Project Materiel. Materiel for projects is requisitioned through the Logistics and Inventory 

System (LIS) Project Materiel Management System (PMMS). For further information on 

acquiring materiel, refer to the "Project/Materiel Management Desk Guide" (FAA only). 

javascript:redirectext('https://employees.faa.gov/org/staffoffices/afn/regions_center/materiel_personal_property/process/#Reutilization')
javascript:redirectext('https://employees.faa.gov/org/staffoffices/afn/regions_center/materiel_personal_property/process/#Reutilization')
javascript:redirectext('https://employees.faa.gov/org/staffoffices/afn/finance/organization/operations/capitalization/materiel/')
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f. Section 508 of the Rehabilitation Act. Acquisition of electronic and information technology 

(EIT) must comply with Section 508 requirements for accessibility. The program official must 

document EIT non-availability, including market research performed and standards that cannot 

be met. For further information, see AMS Procurement Guidance T3.2.2 "Source Selection," or 

the FAA Section 508 website (FAA only). 

g. Personnel Security. For individuals that may need access to FAA facilities, sensitive 

unclassified information, or resources, the contract security clause contains sufficient language to 

meet that objective. For specific guidance and regulations, see the applicable personnel security 

orders (FAA Order 1600.1E Personnel Security Program and FAA Order 1600.72A Contractor 

and Industrial Security Program). FAA Form 1600-77, "Contractor Position Risk/Sensitivity 

Level Designation Record" is used by the Operating Office to make initial position 

risk/sensitivity level designations based on the initial list of positions and the statement of work. 

h. Sensitive Unclassified Information. The program official must coordinate with the local FAA 

Servicing Security Element (SSE) for the minimum standards to mark, store, control, transmit, 

and destroy Sensitive Unclassified Information, For Official Use Only, Sensitive Security 

Information, or unclassified information that may be withheld from public release. (See FAA 

Order 1600.75 or AMS Procurement Guidance T3.14.1 "Security" for additional information.) 

i. Classified Information. The PR package should identify any requirements for handling of 

classified materials or for access of contractor personnel to classified information. (See FAA 

Order 1600.2E Safeguarding Classified National Security Information for additional 

information). 

j. Information Systems Security. The FAA must ensure that all information systems are protected 

from threats to integrity, availability, and confidentiality. (See FAA Order 1370.82A for 

additional information.) 

k. Paperwork Reduction Act. The FAA must obtain approval to collect information through 

questionnaires, focus groups, telephone surveys, applications, performance reports, customer 

satisfaction surveys, studies and evaluations, interviews, forms, and other means of requesting 

information from 10 or more respondents. The program official must first coordinate 

requirements through the FAA Information Clearance Officer (AIOAIT-20), and then obtain 

clearance from Office of Management and Budget (OMB). 

l. Privacy Act. When a requirement involves the design, development, or operation of a system 

of records on individuals for an FAA function, the statement of work must identify FAA rules 

and regulations implementing the Privacy Act. (See FAA Order 1280.1A ;Protecting Privacy of 

Information About Individuals.) 

m. Printing or Duplicating or Purchase or Lease of Copying Equipment. For printing or 

duplicating services to be performed either by Government Printing Office (GPO) or outside 

printing businesses, program officials must coordinate with the cognizant FAA printing 

management office. Purchase or lease of duplicators or electronic copiers over $100,000 must be 

https://intranet.faa.gov/faaemployees/org/staffoffices/aio/programs/ites/section_508/
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approved: for Headquarters acquisitions, coordinate with the Corporate Information Division 

(ABA-10); Region, Center and Service Area acquisitions, coordinate with the servicing printing 

management organization. 

n. NAS Specifications. Specifications for acquisitions under the Capital Improvement Program 

(CIP) are baselined and under configuration control. A requisition for NAS program 

specification change must include evidence of approval by the NAS Configuration Control 

Board. 

o. Options. If optional quantities or services are to be included, the PR package should state the 

basis for evaluating the offerors' offeror proposals. The PR package should indicate whether it is 

expected that offers will be evaluated for award purposes only on the basis of the price for the 

basic requirement exclusive of options, or price inclusive of options. 

p. Warranty. Warranties should be cost beneficial. For other than standard commercial warranty 

generally accepted as included with basic purchase price, the PR package should include an 

analysis of the costs of a warranty and its administration, versus the benefits of liability deferral. 

q. Liquidated Damages. Before liquidated damages provisions may be included in a contract, the 

program official must adequately justify and document the basis for amounts to be assessed. (See 

AMS Procurement Guidance T3.8.7 "Construction Contracting" for more information.) 

r. Brand Name Products. When a brand name or equal description is used, the PR package must 

state the brand name product and salient physical, functional, performance, and interoperability 

or interface characteristics of the brand name product so that vendors may offer alternative but 

equal products. Brand name-mandatory descriptions identify a specific make, model, or catalog 

number, and manufacturer of a product. This type of description differs from brand name or 

equal because vendors may not provide an equal item. For brand name-mandatory, a single 

source justification is required with the PR package. (See AMS Procurement Guidance T3.2.2.8 

"Describing Needs" for more information.) 

s. Recovered Materials. Program officials are responsible for defining product specifications, 

utilizing FAA's minimum content standards or preference standards, when procuring EPA-

designated items. The program official should provide a written determination certifying that the 

statement of work/specifications for materials/services specified complies with the FAA's 

preference standards for recovered materials. (See AMS Procurement Guidance T3.6.3 

"Environment, Conservation and Energy" for additional information.) 

t. Recycled Content. Purchases of EPA-designated recycled content products must meet or 

exceed EPA guideline standards, unless price, performance, or availability justifies not doing so. 

The program official should document this determination. (See AMS Procurement Guidance 

T3.6.3 "Environment, Conservation and Energy" for additional information.) 

u. Capital Versus Non-Capital Lease Determination. The FAA is required to capitalize certain 

improvements in both owned and leased space. In addition, the FAA (to include the Operating 
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Office, RECO, and accounting) is required to make a determination as to whether leases 

(including real property leases) are capital or operating leases and insure they are recorded and 

filed accordingly. (See AMS Real Estate Guidance 3.1.5 "Capitalization" for additional 

information and applicable forms.) 

v. Personal Services. Personal services contracts are permissible if appropriately justified and 

approved by senior management. The PR package must include evidence of this approval. (See 

AMS Procurement Guidance T3.8.2 "Service Contracting" for more information.) 

w. Single Source Justification. When in FAA's best interests, a single source procurement may 

be appropriate. The program official should prepare a justification documenting the rational basis 

for using a single vendor. (See AMS Procurement Guidance T3.2.2.4 "Single Source" for 

additional information.) 

x. Technical Evaluation Factors/Plan. Technical evaluation factors must be approved before 

issuing a solicitation. The program official must provide the factors and plan for evaluating 

technical proposals. 

y. Earned Value Management System (EVMS). An earned value management system (EVMS) is 

required for projects involving development, modernization, or enhancement estimated at $10M 

or more. Program officials should consult with the FAA's EVM Focal Point (AAP-200) to 

determine appropriate EVMS certification, review, and reporting requirements. (See AMS 

"Earned Value Management Guide" for additional information.) 

 


