A line-by-line guide through the AS-1


The AS-1 form applies to all purchases being submitted to Acquisition Services.  All AS-1 forms received in Acquisition Services are subject to internal DMB review prior to assignment of the requisition to a buyer.  In addition, all requests for amendments and extensions require submission of an AS-1 form, and are subject to the same internal DMB review prior to assignment.  Requisitions will remain in the 600-level mailbox in Acquisition Services during this review process.  If the AS-1 form is not approved, the agency will be notified and the requisition will be rejected.
	AS-1 Section
	Name
	Things to Check

	Section 1 

Items 1-5
	Department Identification
	Make sure this is the correct contact person. They should be able to answer questions about work statement, estimates, etc.

	Section 2

Items 6-11
	Purchase Request Identification
	Crosscheck a few things against the requisition. 

1) Make sure the interface type on the requisition matches the AS-1 request.

For BPO use NP

For PO use RQ

2) For request for services did you get a CS-138? Please list the CS-138 number. Look it up (2117 screen). If it’s not pre-authorized or non-jurisdictional look for: 

· Does the NIGP code description match? 

· Dollar amount match?

· Does the time frame match? 

3) If they’re requesting an extension does the contract allow for one?

4) AS: Be sure to include the recommended vendor on the bid list 

	Section 3

Item 12 a


	Government Estimates


	The key here is to provide good quality verifiable estimates. AS practice is that if the proposals come in > 10% of estimate we must go back for department approval with a ‘cost over estimate’. 

AS role is to verify the legitimacy of this estimate. If it doesn’t look right call the contact listed in section 1 to discuss it.

This is ‘Purchase Estimate’ not Total Project Estimate’. 

Things to look for. 

· ‘Competitive quotes: Were they attach as requested? Are they current?

· Historical pricing/Previous Contract Value: Check the previous BPO not the previous requisition? Were there change orders or addendums that made the last estimate obsolete? It’s helpful to put the contract number and amount. 

· Market research: Tell us what research. Web sites such as Dunn & Bradstreet and Hoovers.com are helpful. 

· Other: Attach the detail? An example may be catalog pricing. 

Factors to improve Estimates

· Have knowledge about what your buying

· Know where to buy it. (Manufacturer, retailer, distributor, direct)

· Know the competitive environment. (Sole source, single source, competitive bid, etc.)

	Section 3

Item 12 b
	Budget approval
	If check ‘no’ then what might we do? Do something. 

1) Work with the department to adjust the specifications to better fit the budget.

2) Negotiate with the vendor 

3) Find additional suppliers.

	Section 4

Item 13 a
	Description
	Verify it matches the requisition.

If for services do they have a legitimate CS-138

	Section 4

Item 13 b
	Purpose/ 

Business case/ 

Expected outcomes
	This section is a thread that should weave into other parts of the AS-1 and ties them together. 

The Purpose should tie to Item 13a: Description

The Purpose should also tie to Sec.5/Item 14 a-f: Reasons for purchase. 

Expected Outcomes should tie to Item 13d: Risk Assessment. It is the antithesis to risk assessment. 

	Section 4

Item 13 c
	Funding Source
	The AS-1 asks for details, provide enough details to convince AS. If not verify.

It would be very helpful if agencies listed a grant expiration date where Federal Funds are indicated.  Acquisition Services buyers then have a better picture as to when funds will be sent back if they are not spent.  It would also be helpful to have the "grant number," so that we could research the individual grant language, where needed.  

	Section 4

Item 13 d
	Risk assessment
	Does this make sense and tie somewhat to 13b. (Expected outcomes). This should really answer: What happens if the expected outcomes don’t come about?

	Section 4

Item 13 e
	Cost reduction
	Dept: Although you don’t negotiate with the vendors you should provide documentation of any cost reduction notifications from the vendor. 

AS: Look at this to assist with negotiations. If they state that the vendor has reduced the price did they submit documentation?

	Section 4

Sole source
	Sole source check box
	Note ED 2005-3 prohibiting sole source purchases. Know the exceptions. What are they? 

AS buyer: If checked see your division director.

	Section 5

Items a-f
	Justification of items subject to ED 2004-8 & 2004-9 
	Make sure complete if it’s related to ED 2004-8 & 9. Be familiar with them.  Again, does this make sense and does it seem to tie to the Purpose of Section 4: item 13b? 

	Section 6

Item 15 a.
	Signature
	Make sure it is signed. Is the signature from an authorized person? Do you have the list of authorized signers?

If not signed AS current practice is to reject it back within 7 days.
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