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Overall Package 
After all actions have been completed prior to 
sending to the Outside Agency for action, the
entire package should be coordinated with the
following DLA Energy Offices: 
Coordination with DLA Energy: 
-R (MIPR)      
-DU      
-CPB      
-G      
-DAPO      
Before requesting issuance of a task order/delivery order from a non-DLA Energy agency, the 
following documentation requirements must be met: 
Document Needed 
    What Should Be Included/ Addressed  
Indicate  
1 
Economy Act 
Determination
- D&F required. Does it include the required statements?
- Approval by DAPO required for requests to DoD 
Activities and DLA Energy Director for requests for Non
DOD Actvities (DoDI 4000.19)?
- Includes description of supplies or services required,
delivery requirements, funds Citation, payment provisions,
and acquisition authority as appropriate. 
- Required DLA Energy Coordination 
- Refer to Outside Agency Guidelines for instructions
on proper submission format and documentation.  Form
example, on DISA requests relating to the Encore 
contracts complete Block 6 of Attachment 1 to the 
Encore Task Order Guidelines. 
- Does this Economy Act purchase conform to DLAD
Part 39 and DLA Energy's limited delegation to purchase
FAS IT equipment and services? 
Required statements included?
Yes
Coordination completed? 
Outside Agency Checklist  form
completed?
FAS procurement conforms to
DLAD Part 39?
Yes 
 No 
 N/A  
Procurement is within DLA 
Energy's limited purchase 
delegation for FAS IT equipment 
and services?
Yes 
 No 
2 
Small Business Set-
Aside
- Can this request be set aside for small businesses?   
- If no set aside, D&F providing justification is required
- Coordination with DLA Energy-DU, DLA Energy-CPB
- Refer to Outside Agency Guidelines for instructions on
proper submission format and documentation.  For 
example, on DISA request relating to the Encore 
contracts complete Block 3 of Attachment 1 to the
Encore Task Order Guidelines.
Set aside? 
 No 
D&F signed by:          
Coordination completed?   
3 
Type of Contract 
- Firm Fixed Price?   
- Other Than Firm Fixed Price – D&F required.  
Approval by DLA Energy Contracting Officer 
- Coordinated with DLA Energy-CPB 
Other Than FFP?
No 
D&F signed by          
Coordination completed?   
No
Yes
No
- Refer to Outside Agency Guidelines for instructions on
proper submission format and documentation.  For 
example, on DISA request relating to the Encore 
contracts complete Block 5 of Attachment 1 to the 
Encore Task Order Guidelines.
Yes 
Outside Agency Checklist  form
completed?
Yes 
Outside Agency Checklist  form
completed?
4
Statement of Work or
Performance Work
Statement
- Must be in MS Office compatible format 
- Task Monitors Identified? 
- Task Monitors training confirmed? 
Correct format:
Task Monitors? 
Training confirmed for primary task
monitor?
Training confirmed for alternate task
monitor?
5
Contracting Advisory  
& Assistance Services
(CAAS) 
- Are the services being requested Contract Advisory and
 Assistant Services? For example, obtaining specialized 
opinions or advice, analyses, appraisal or proposed 
solutions toto various problem areas, and supporting or 
improving the management and/or administration of DOD 
organizations
Reference FAR Part 37.2/ DFARS 237.2 
- If so, must request DLA approval prior to sending 
to outside DLA Energy for action.  If so, APEC
nomination is required IAW DLAD 4105.1, Part 7.1
- Request must be IAW DLAR 5010.3 or as 
otherwise supplemented by DLA
- Refer to DODD 5205.2 for DOD guidance on 
acquiring CAAS.
- Is the proposed work for personal services? Refer 
to FAR Part 37.102 for details. 
CAAS? Yes 
 N/A 
Pre APEC Review? Yes 
 N/A
DLA Energy Contracting Officer review:  
DLA Energy-CPB review :
DLA Energy Legal review:          
DLA Energy-DAPO approval: 
DLA approval by:      
DLA APEC review waived by:
 6 
Performance Based
Statements of Work 
- Is the SOW/PWS performance based (preferred
method)?  If not, a memorandum justifying the 
reasons why not is required. 
- Performance based work descriptions must include
measurable standars 
- What is the delivery schedule for each deliverable 
in the SOW/PWS?
- Section 508 Accessibility Standards – applicability? 
Performance based SOW/PWS?  
Yes 
If not, Memo signed          
Measurable standards included?
Deliverables identified in SOW/PWS?
Section 508 applicable?      
7 
Independent 
Government Cost 
Estimate
- Must be in format specified by the Outside Agency
- Must identify the estimator and rationale for estimate. 
- Other direct costs must be traceable to requirement(s) 
in SOW/PWS.
-Coordination with DLA Energy-N (Market Research)
Completed 
Coordination: 
DLA Energy-N 
8  
Funding Document  
- Must be in the format specified by the Outside Agency 
- Obtained from DLA Energy-R  
- Must be certified  
- Must indicate an expiration date of the funds 
- Refer to Outside Agency Guidelines for instructions on 
proper submission format and documentation.  For 
example, on DISA requests relating to the Encore 
contracts, see Chapter 3 of the Encore Task Order 
Guidelines.
MIPR: 
9
Quality Surveillance
Plan 
- Required if using PWS.   
- Refer to Outside Agency Guidelines for instructions on 
proper submission format and documentation.  For 
example, on DISA requests relating to the Encore 
contracts, complete Attachment 2 to the Energy Task 
Order Guidelines.
QSP required?  Yes
 N/A 
DESC Contracting Officer review: 
- Refer to Outside Agency Guidelines for instructions on proper submission format and documentation.  For example, on DISA request relating to the Encore contracts complete Attachment 3 (for SOW) or Attachment 4 (form PWS) to the Encore Task Order Guidelines.
No 
Yes 
No 
Yes 
Yes 
Yes 
Yes 
Yes 
Yes 
No
No
No
- Reviewed by DLA Energy Contracting Officer 
10 
Selection
Recommendation
Document (SRD) and
Proposal Evaluation 
Plan 
- Refer to Outside Agency Guidelines for instructions
on proper submission format and documentation. For
example, on DISA requests relating to the Encore 
contracts, see Attachments 5 and 6 and Chapter 3 of 
the Encore Task Order Guidelines.
- Best Value Tradeoff or Lowest Acceptable Price? 
- Prepare Source Selection Plan to include evaluation
factors, relative weights, and ratings.
- Sole Source D&F signed by DLA Energy 
Contracting Officer is required, if applicable.
- Selection Recommendation should include a 
summary of the evaluation factor ratings and the
rationale for the proposed award recommendation.
- DLA Energy Contracting Officer approval of the
Source Selection Plan and the Proposal Evaluation
Plan (evaluation criteria) required. 
- If an exception to competition exists, a D&F 
justifying a sole source action is required IAW FAR
6.303.
- Sole Source limited competition justifications must
be coordinated with DLA Energy G, R, CPA, CPB, 
Competition Advocate, and the DAPO.  Must include
how the previous task order request relates to the new
task order request.
Best Value Tradeoff? 
 or  
Lowest Price? 
DLA Energy Contracting Officer
approval of: 
Summary of ratings           
Sole Source D&F? Yes 
N/A 
Source Selection Plan approved by
DLA Energy Contracting Officer? 
DLA Energy-CPB Review  
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