Emergency Acquisition Contracting BPA Checklist

	BPA Number:  


	Contractor: 

	Date of Review:  

 

	Review Conducted By:  


	Title: 

	Date of Last Review:  

 

	Blanket Purchase Agreement Requirements
	Compliance

	
	Yes
	No
	N/A

	1.  Is the BPA prepared to include the following mandatory terms and conditions:

(FAR 13.303-3)
	
	
	

	     a.  Description of Agreement  (specified period/stipulated aggregate amount, if any)
	
	
	

	     b.  Extent of Obligation (statement regarding extent of Govt’s obligation)
	
	
	

	     c.  Purchase Limitation (for each individual authorized to place calls)
	
	
	

	     d.  Individuals Authorized to Purchase (title of position or by name of individual)
	
	
	

	     e. Delivery Tickets (specifies what the delivery ticket will contain)
	
	
	

	     f.  Invoices (1 of 4 required statements)
	
	
	

	2.  Does the  EA KO furnish the BPA supplier with a list of individuals authorized to place calls either by name of individual or title or position, organization, and the dollar limitations for each call?  (FAR 13.303-3(a)(4))
	
	
	

	      a.  Is the list current, of those individuals authorized to place calls?
	
	
	

	      b.  File indicates that individuals authorized to place calls received training?
	
	
	

	3.  Does the BPA contain the appropriate clauses?  (FAR 13.303-4)
	
	
	

	4.  Are calls over the micro-purchase threshold competed?  If not, is documentation in the file to support competition?  (FAR 13.303-5(d))
	
	
	

	5.  Does the EA KO review the BPA at least annually to ensure proper procedures are followed?  (FAR 13.303-6)
	
	
	

	      a. Do changes in market conditions, sources of supply, and other pertinent factors warrant making new arrangements with different suppliers or modifying existing arrangements?  Is this documented in the file?  (FAR 13.303-6(b)(2))
	
	
	

	      b. Does BPA cover a know repetitive need for commodities or non-complex services?  (Not services requiring a SOW)
	
	
	

	6.  Does the Agency/Customer keep obligations and expenditures within available funds?  (FAR 13.303-1(c))
	
	
	

	7.  Does the Agency/Customer comply with the dollar limitations specified for each call against the BPA?  (FAR 13.303-5(b))
	
	
	

	8.  Are BPA calls recorded in the proper BPA register?
	
	
	


	Blanket Purchase Agreement Requirements
	Compliance

	
	Yes
	No
	N/A

	9.  BPA file has proper documentation?

A) Copy of the BPA

B) Copy of Appointment Letter (who is appointed to make calls)

C) Price List (approved as fair/reasonable by EA KO)

D) BPA Call Register

E) BPA Call Order Sheet(s)

F) CD-435, Purchase Request

G) Vendor Tickets / invoices (copy)

H) DD Form 250 (copy)


	
	
	

	10.  BPA properly set up in one of following ways?

– Established with multiple vendors (at least 3) for supplies (e.g. parts, building materials, office supplies)

– Requirement for BPA advertised via RFQ IOT established priced CLINS (e.g. fuel, transportation services)

– Established with GSA contractors under Part 8


	
	
	

	Additional Comments:
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