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I. The Purpose of a Blanket Purchase Agreement 

1. The Blanket Purchase Agreement (BPA) is one of many methods the contracting office has to meet the Customers’ needs for goods and services. BPAs are a simplified method of filling anticipated repetitive needs for supplies or simple services by establishing charge accounts with qualified sources. BPAs are designed to reduce administrative costs in accomplishing small purchases by eliminating the need for issuing individual purchase documents. 
2. A BPA is an agreement (NOT a contract) between the Government and a contractor that sets the stage for the Government to buy items quickly. All the conditions of sale are negotiated when the BPA is initially established, but contract formation does not occur until each individual call or order is placed.
3. It is strongly recommended that BPAs remain centralized, meaning that only warranted Emergency Acquisition Contracting Officers (EA KOs) within a specified Emergency Acquisition contracting location make individual calls. BPAs may, however, be decentralized in certain circumstances wherein authorized callers other than EA KOs are appointed. In those cases, BPA callers must be appointed in writing as ordering officers and properly trained. See NOAA APG Emergency Acquisition Contracting Section 1.5 for information on ordering officer appointments. 
II. Establishing the BPA 
First, the requiring office determines there is a known repetitive need for commodities or non-complex services over an extended period. If requirements occur infrequently, individual purchase orders should be considered instead for each action. If services require a statement of work, the EA KO should consider establishing an IDIQ-type contract. In determining the right contract vehicle, the Customer need only succinctly describe their requirement in the requisition, and the contracting office will find the appropriate contracting vehicle.
BPA orders (calls) are not exempt from competition requirements. FAR 13.302-2 should be followed by the EA KO in establishing one or more BPAs. BPAs are normally established in one of three ways:
1. BPAs may be established with multiple vendors who have regularly provided quality goods at reasonable prices. After the BPAs are established, each requirement is competed among the BPA vendors. It is preferable to establish BPAs with at least three vendors if available. While it is not necessary to have priced contract line item [numbers] (CLINs) in these BPAs, the vendors should all provide similar products / services to be competitive. An example for use of this type of BPA is when many different items are offered by the vendor, such as parts, building materials, or office supplies.
2. The EA KO may advertise the requirement for the BPA by issuing a Request for Quote (RFQ) with CLINs for frequently purchased commodities or services. This is a good practice when the specific commodities / services are repetitive and priced CLINs can be established. Quotations will be evaluated and one or more BPAs established with vendors offering the most reasonable prices, discounts, and terms. An example for appropriate use of this type of BPA is for fuel or transportation services.
3. BPAs may also be established with GSA contractors under the terms of their GSA contracts. See FAR Part 8 for specific guidance in this area.
Remember that BPAs are agreements, not contracts. Under these circumstances, the terms and conditions of a BPA are minimal, and either party may withdraw from the agreement. A contract is established on each individual call. When the BPA is established by the EA KO, no funds are obligated, no maximum dollar value is included in the BPA, and no line of accounting (LOA) should appear on the face of the agreement;  however, an ordering period must be established in accordance with the needs of the mission/Customer. Orders may be placed throughout the entire period. As either party may discontinue the agreement at any time, BPAs have no option periods. 
III. Setting up the BPA File

For every BPA used, a separate file must be built. This file is important because it is the only way to accurately keep a record of actions for each BPA. In order to ensure uniformity and assist the EA KO with inspections, the following instructions apply: 
Start with a six-part folder, if available, and set up as follows:
Part I. All requisition, Marine Acquisition Review Board (MARB) or other internal approvals, and associated validation paperwork.
Part II. A copy of the BPA and any modifications, along with a copy of the most current price list (approved as fair/reasonable by EA KO). Each price list should contain an expiration date. Make sure the current price list is used.

Part III. A current list of personnel authorized to place calls against the BPA including proof that the list was provided to the vendor and that the authorized personnel received proper training as an ordering officer.

Part IV. A BPA Call Register that lists all calls placed against the BPA, along with copies of BPA Call Order Sheets. The Call Register must be maintained on a continuous basis and should include the call number, date, description, quantity, unit of issue, unit price, total price, and caller’s initials. It must also include the balance of funds available. Also include a monthly report reflecting total actions (calls or orders), line items, and total dollars obligated. 
Part V. Miscellaneous correspondence.
Part VI. A copy of the individual funding documents, vendor delivery tickets, and receiving reports (either a SF-1047 or signed copy of the contractor’s invoice).

IV. BPA Call Register

All calls placed against a BPA must be recorded on a permanent register. This helps keep track of what was ordered and helps the contracting office monitor the use of the BPA. In addition, accounting and finance uses it to pay the contractor on a monthly basis. The register has several important uses, so it is important that it is kept current and accurate. It should include the following information:

1. BPA Number—(example: EA133R-08-BU-0002) and name of contractor.
2. Expiration Date of BPA.

3. Type of Services and Supplies—(example: copier repair, office supplies).

4. Amount of Funds Allocated to the BPA.

5. Call Number and Date of Call—Call numbers should begin with 0001 and continue in consecutive order until the BPA expires or is cancelled. Do not start over each month and do not duplicate call numbers. A call number is issued each time a service or delivery is requested. Use the date when the call was actually placed to the contractor.

6. Name of Individual Placing Call.

7. Description of Services and Supplies Ordered.

8. Estimated Delivery Date.

9. Actual Delivery Date.

10. Unit Price Per Call—A price list approved by the EA KO will be provided with the BPA. This information should be reported on the call register when the call is placed. If the item required is not on the price list, do not place the call. Never change a call register to match the invoice. If there is a difference, call contracting.

11. Balance of Funds—Make sure to keep track of the balance of funds available. Do not make any calls unless sufficient money is available.

12. Prepared By—The preparer must sign the call register. This signature certifies information on the register is correct.

Complete the call register in triplicate (sign all copies). Send the original to accounting and finance and one copy to contracting. Keep one copy for your file. Your call register must reach accounting and finance and contracting no later than the fifth day of the month. The call register should list only those calls placed during the reporting month. Remember to start a new call register each month. Note: If you made no calls during the week or month, you need to submit a negative report. A statement on the call register “no calls made” will satisfy this requirement.
V. Monthly BPA Report

One other report the EA KO will need is a monthly report, which reflects all calls made and total dollars obligated. Like the call register, the monthly report has several important uses and requires specific information:

1. Using Activity and Organization—Enter base, organization, point of contact.
2. Reporting Month—The month you are reporting supplies or services ordered.
3. BPA Number and Contractor.
4. Total Number of Calls with supporting Call Order Sheets.
5. Total Dollar Amount.
Complete the monthly report in duplicate. Send the original to the contracting office and keep a copy for your file. The authorized caller’s monthly report, along with his/her call register, must reach the contracting office no later than the fifth day of each month.

VI. Funding and Placing BPA Calls
1. Funding — Understanding how to properly fund a BPA requires knowing the difference between the “commitment” of funds and the “obligation” of funds. 
A commitment is an administrative reservation of funds based upon firm procurement requests, orders, directives, and equivalent instruments. An obligation is an act that creates a legal liability on the part of the Government for the payment of appropriated funds for goods and services ordered or received. With respect to BPA funding, it is okay to commit funds for a BPA (i.e., go through the DOC/NOAA ARB validation process or other internal approvals and administratively reserve the funds based upon anticipated calls during the fiscal year); however, it is NOT okay to obligate the funds until the actual call is made.
A BPA should not be bulk-obligated; each call, which constitutes its own individual contract, must be supported with appropriate funding and requires a separate obligation. . After signature by the EA KO, the call (normally issued via OF 347) will be distributed to the Finance Officer for obligation just as when awarding a purchase order or delivery order.  Neither the BPA nor any call may be funded with a not-to-exceed (NTE) amount and subsequently used to place “mini-calls.”

Remember, each call placed against a BPA in a given fiscal year must be funded with funds current at the time the call is placed. 
2. Placing calls — Each individual call placed against the BPA must be within the caller’s specified call limit. No call may exceed the ($1M) simplified acquisition threshold unless the BPA is established using FAR 13.5 Commercial Item Test Program, in which case no individual call may exceed $11 million (Emergency Acquisition Environment). These thresholds do not apply if the BPA is with a vendor under the terms of a GSA contract. Further, calls may not be split in order to avoid these thresholds.
If offices outside the contracting office will be authorized to place calls, individuals must be delegated call authority with the specific dollar amount authorized per call. Appointed callers must be trained by the EA KO, and a current list of authorized callers must be sent to the vendor. The following highlights the difference between centralized and decentralized calls: 
A. Centralized Calls — The EA KO places all calls against the BPA. Calls can be funded separately or use bulk funding (referring, of course, to the bulk-commitment of funds vice the bulk-obligation of funds). 
1) Separately Funded: When placing centralized calls using separate funding, the EA KO shall place calls using the funding document to the amount specified on the funding document. 
2) Bulk Funded: When placing centralized calls using bulk funding, the EA KO will maintain an expenditure log with a declining balance of the bulk funding document. Calls must be placed with a defined requirement in order to obligate funds. Calls cannot be placed with the intent of definitizing the requirement at a later date. Any remaining balance left on the bulk funding expires at the end of the fiscal year and cannot be “carried over” past 30 September.

B. De-Centralized Calls — Unit commanders nominate and EA KOs train and appoint an individual or individuals (ordering officers) to place calls against the BPA. 
1) Separately Funded: De-centralized calls are not funded separately.

2) Bulk Funded: When placing de-centralized calls, both the EA KO and the Ordering Officer will maintain an expenditure log with a declining balance of the bulk funding document. Ordering Officers will forward all call sheets to the EA KO on a monthly basis (the timeframe is up to the EA KO). When the EA KO receives the call sheets from the Ordering Officer, the EA KO will place a call that encompasses all calls made for that month (monthly reporting). Calls must be placed with a defined requirement in order to obligate funds. Calls cannot be placed with the intent of definitizing the requirement at a later date. Any remaining balance left on the bulk funding expires at the end of the fiscal year and cannot be “carried over” past 30 September.
VII. BPA Inspection and Review
BPA files will be inspected at least semiannually for compliance with these instructions. In addition, the EA KO who issues the BPA is required to conduct a review of the BPA at least annually in accordance with FAR Part 13. Evidence of the review should be in the file. In this environment (changing/maturing markets and Customer needs), we recommend evaluating BPAs at least quarterly for operational need and consistency with market conditions. It is at the EA KO’s discretion to cancel a BPA if it is not being used or if there is evidence of improper or poor management of the BPA.

VIII. References related to BPAs:
· FAR 13.303
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