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Press [Alt][A] now to activate the template.



Welcome to the Contracts and Procurement Division, Policy and Customer Liaison TeamÕs Template for preparing a Justification for Other Than Full and Open Competition (JOFOC).  Double click on the icon to the right for a brief introduction. 



�Getting Started

You should see a toolbar located in the upper right hand corner of the template.  Press [Alt][P] now to print this page.  Keep the hard copy handy as you will need to refer to this page throughout the template.  



Press [Alt][S] now to save this template to the C Drive in the ACQ-TEMP subdirectory as JOFOC.DOC.  This saves your document as a Word template and enables you to work efficiently from the C drive.   This template can later be copied to another file, if desired. 



The following table is provided to summarize of all the function keys and toolbar buttons used in this template:



Description�Keyboard�Justification Template Toolbar Button��Activates the template�[Alt][A]���Print the “Getting Started” page only�[Alt][P]����Getting Around ��Use the Scroll Bars at the right of the document��JOFOC Help Files (General Guidance)�[Alt][F1]����Form Fields Help�[F1]�Status Bar��Print the entire document without hidden text�[Alt][N]����Print the entire document with hidden text�[Alt][H]����Spell check before a signature page is inserted�[Alt][D]����Spell check after a signature page is inserted�[Alt][E]����Insert Automatic Text�[F3]����Saves the JOFOC to another document.�[Alt][S]����Return to the main document from any sub-document�[CTRL][F4]���Enable the signature page�[Alt][C]���Disable the signature page�[Alt][B]���

CAUTION!    This template has been automatically set up to be viewed in “page layout view” at 75% and it contains various “section” and “page” breaks throughout.  DO NOT ALTER THEM!



All instructions and information necessary to prepare your document are provided in blue hidden text and will not appear in your final document.  All black text is standard verbiage for the JOFOC and cannot be revised.  In order to assist you in customizing this document to fit your proposed procurement, the following features have been provided:  pull down menus, text input blocks, automatic text selections, and help text.  These tools are explained in detail below along with instructions and examples for their use.



� EMBED Word.Picture.6  ���PULL DOWN MENUS� EMBED Word.Picture.6  ���



A pull down menu is a wide gray box which lists several options for your selection.  To use the pull down menu, click on the shaded box below to see available choices.  Using your mouse, highlight your favorite color and click to select.  



To continue through the template, use the arrows at the right of your screen to scroll down.  Please note that by pressing the [Enter] key, the cursor will automatically appear at the next input field bypassing all information contained between these fields.



Complete the following example to learn how to use pull down menus:

My favorite color is � FORMDROPDOWN ��.



TEXT INPUT BLOCKS 



A text input block is a small gray box which allows you to type in the requested information to complete the sentence as necessary.  These blocks are set up to allow the user to type an unlimited amount of characters.  



Please note:  When you have completed typing in the required information, use the scroll bars located at the right of the screen to continue.  Do not hit the [Enter] key or the [Return] key as the cursor will automatically appear in the next input field.



Complete the following example to learn how to use a text input block:

I have worked for the Department of Energy for (Type in the number of years and months you have worked for DOE in the preceding shaded area) � FORMTEXT ��–––––�.



� EMBED Word.Picture.6  ���  AUTOMATIC TEXT SELECTIONS  � EMBED Word.Picture.6  ��� 



This feature allows you to select and insert into the document an auto text entry based on a brief description.  Each section of the template using this feature will contain a table of choices as well as the keyword necessary to insert the selected paragraph.  Although the table appears in hidden text, once the user selects and makes the appropriate keyword entry, the response will appear in black text that is not available for revision. If you selected the wrong option hit the undo button � EMBED Word.Picture.6  ���(on your standard toolbar) and retype in your selection.



Complete the following example to learn how to use the automatic text selection:



These commonly used address blocks can appear in your document by typing the keyword (i.e. ÒstreetÓ) and then pressing F3 or the automatic text icon (which looks like this� EMBED Word.Picture.6  ���� EMBED Word.Picture.6  ���) located on the justification template toolbar.



	ADDRESS 						     KEYWORD

	Street Address						street

						or

	P. O. Box Address					box

						or

	HQ Federal Express Address				HQ



For example, if the address you want to include in your document is the U. S. Department of Energy’s street address, then anywhere within the red line below, type in the keyword from the index above (street) and hit F3 or the automatic text icon located on the justification template toolbar.  This feature will insert in the space below the U. S. Department of Energy’s street address  into the document. 



�



�

� EMBED MS_ClipArt_Gallery  ���HELP TEXT� EMBED MS_ClipArt_Gallery  ���



To assist the user in completing the input blocks used in this template, help text has been created for all of the pull down menus and text input blocks discussed above.  To illustrate these help functions, recall the example used in the pull down menu section.  To access the help text, click on the pull down menu below and simply press the F1 key on your keyboard or look on the status bar at the bottom of your computer screen below while your cursor is on the gray box.



My favorite color is � FORMDROPDOWN ��.



ADDITIONAL INFORMATION



All features used in this template, (e.g.  pull-down menus, text input blocks, and automatic text selections) need to be completed.  To do this, follow the instructions after each text input block, make the selection from the pull down menu, or make an automatic text keyword selection.



Copies of any and all references are available from the Policy and Customer Liaison Team.   Should you have any questions concerning this tutorial, or if you would like to comment, or make suggestions for changes or improvements with this document, please feel free to contact any PCLT Member listed under the Points of Contact in the General Guidance �.





TEMPLATE



�JUSTIFICATION FOR OTHER THAN

FULL AND OPEN COMPETITION

� FORMDROPDOWN ��



I.  REQUESTING OFFICE



The Albuquerque Operations Office of the Department of Energy plans to contract by means other than full and open competition.  This document sets forth the justification and approval of the use of one of the exceptions to full and open competition allowed under the Competition in Contracting Act (CICA) of 1984. 





II.  NATURE OF ACQUISITION



This is � FORMDROPDOWN �� to provide (Type in the kind of services required, i.e., administrative services, engineering services, an Environmental Impact Statement, etc.) � FORMTEXT ��–––––� in support of the (Type in the division(s) or program(s) to be supported, i.e., Personnel Security Division’s Accelerated Access Authorization Program) � FORMTEXT ��–––––�. The award of a � FORMDROPDOWN �� type of contract is contemplated.  The prospective contractor is (Type the proposed Contractor's name and address including the City, State, and Zip Code) � FORMTEXT ��–––––�.



III.  DESCRIPTION OF SERVICES



Next to the red arrow below, type in a paragraph which specifically describes the services to be acquired.  Provide a brief and factual description of the acquisition history to date, and any other information which may be helpful in providing background to the reader (do not include superfluous information).  This paragraph should establish the fact that the government has a valid need that must be filled.
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��

Conclude this section with the following information:

The basic period of performance is anticipated to be (Type in the anticipated period of performance for the basic period, i.e., three years) � FORMTEXT ��–––––� with (Type in the number of option periods and state the duration of each, i.e., two-one year) � FORMTEXT ��–––––� option period(s) for a total period of performance of (Type in the total period of performance including all options if any.  Please note, this total cannot exceed five years) � FORMTEXT ��–––––�.  The anticipated start date of performance is (Type in the anticipated start date of performance) � FORMTEXT ��–––––� and the anticipated end date of performance is (Type in the anticipated end date of performance including all options, if any) � FORMTEXT ��–––––�.



The total estimated value of the basic period of performance is (Type in the total estimated value of the basic period of performance, i.e., $3 million) $� FORMTEXT ��–––––�, the estimated value of all option period(s) is (Type in the total estimated value of the all option period(s)  i.e., $2 million) $� FORMTEXT ��–––––�, and the estimated value of the total action is (Type in the total estimated value of the contract action, i.e., $5 million) $� FORMTEXT ��–––––�.





IV.  AUTHORITY



There are seven exceptions to full and open competition.  Although the DOE generally only uses three or four of the exceptions, all of them have been included in this template.  A table of the seven exceptions appears below.  To see the full text of each exception, double click on the icon to the left.  This will bring up another screen.  When you have read the exception screen, simply press CTRL F4 to return to the justification template.  Once you have determined which exception applies, continue with the instructions below the Exception Table.





EXCEPTION TABLE

Full Text	                        DESCRIPTION	KEY STROKE

ICON



�� EMBED Word.Document.6 \s ���***Only one responsible source***	Ex 1



� EMBED Word.Document.6 \s ���Unusual and Compelling Urgency	Ex 2



� EMBED Word.Document.6 \s ���Industrial Mobilization; or 	Experimental, Development, or 

	Research Work	Ex 3



� EMBED Word.Document.6 \s ���International Agreement	Ex 4



� EMBED Word.Document.6 \s ���***Authorized or Required by Statute***	Ex 5



� EMBED Word.Document.6 \s ���National Security	Ex 6



� EMBED Word.Document.6 \s ���Public Interest	Ex 7





�*** Denotes those authorities most commonly used. ***



Type in one of the Keywords (listed at the right of the table above, i.e. Ex 2) below and hit F3 or the autotext key � EMBED Word.Picture.6  ��� to insert your exception.  Note this will appear in black text so that your final document will contain the proper verbiage.  If you selected the wrong option hit the undo button � EMBED Word.Picture.6  ���(on your standard toolbar) and retype in your selection.  



Type in the exception for this procurement anywhere along the red line below:



�



�



V.  APPLICABILITY OF AUTHORITY



Next to the red arrow below, type in narrative form, a fully supported demonstration that the proposed contractor's qualifications or the nature of the acquisition supports the use of the authority cited in Paragraph IV above.  This paragraph is normally the most detailed part of the justification as the essence of the justification is presented here.  This paragraph must describe the specific unique circumstances surrounding the individual action - there are no standard paragraphs which can be used, so none are provided in this section.
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VI.  EFFORTS TO IDENTIFY ADDITIONAL SOURCES



Next to the red arrow below, type describe the efforts made to ensure that offers are solicited from as many potential sources as possible.  This is generally done by conducting a market survey.  Please note, the results of these efforts will be addressed in paragraph VIII below, entitled, “Market Survey.” 

� EMBED MS_ClipArt_Gallery  ���
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A market survey is an attempt to locate qualified sources with the capability of fulfilling the requirement and can be conducted via knowledge of the industry, review of trade/professional journals, professional/technical conferences, or Commerce Business Daily (CBD) Notices (i.e., Advanced Notices, Research and Development Advance Notices, and Sources Sought Synopsis).  For example, a market survey was conducted by means of publicizing a Sources Sought Synopsis in the Commerce Business Daily on July 22, 1996.



CBD Notices are required for all acquisitions anticipated to be greater than $25,000 unless one of the exceptions identified in the JOFOC General Guidance � applies.  Even though one of the exceptions may apply, some type of market survey must still be conducted and addressed in this paragraph.





VII.  DETERMINATION OF REASONABLENESS OF COST OR PRICE



The anticipated � FORMDROPDOWN �� of this action will be determined to be fair and reasonable based on � FORMTEXT ��–––––�.

 Describe, in general terms, how the anticipated price or cost will be determined to be reasonable, i.e., price/cost analysis will be performed utilizing a technical cost analysis; historical price/cost data; a Defense Contract Audit Agency (DCAA) Audit; an Independent Government Cost Estimate; a published price list, the company’s most favored price, a technical expert’s knowledge of the industry; a requirement for the contractor to submit Certified Cost or Pricing Data, etc.





VIII.  MARKET SURVEY



Next to the red arrow below, describe the result of the market survey conducted in Part VI of this template, including any advance CBD notices published, the interest and abilities of the potential competitive sources or furnish a statement of the reasons a market survey was not conducted.
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IX  OTHER FACTS



Next to the red arrow below, include any other facts which support the use of other than full and open competition, including:



a)  an explanation of why technical data packages, specifications, engineering descriptions, statements of work, or purchase descriptions suitable for full and open competition have not been developed or are not available.



b)  when using Only One Responsible Source - Follow-on contract, Exception 1, provide an estimate of the cost that would be duplicated and how that estimate was derived.



c) when Exception 2, Unusual and Compelling Urgency is used, describe the extent and nature of the harm to the government.  If at all possible, this information should be quantified.
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X.  INTERESTED SOURCES



Next to the red arrow below, provide a listing of the sources, if any, that expressed in writing an interest in the acquisition as the result of an advanced Commerce Business Daily notice.  If not synopsized, state that and reference Paragraph VI above.  
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XI.  STEPS TO FOSTER COMPETITION



Next to the red arrow below, describe the actions that are being initiated to overcome the impediments to competition identified in this justification. Describe any other actions taken or to be taken to foster competition for future acquisitions of the services being acquired.  Also describe potential actions which could be undertaken to remove the barriers to competition and why they are inappropriate
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��SIGNATURES:



SIGNATURE TABLE



ESTIMATED DOLLAR	KEY STROKE

VALUE



Over $2,500 - $500,000*				S1

Over $500,000 - $10,000,000			S2

Over $10,000,000 - $50,000,000		S3

Over $50,000,000					S4



* NOTE:  This signature page (>$2,500 - $500,000) will only be used when simplified acquisition procedures are not used.  However, when simplified acquisition procedures are used, the contracting officer shall prepare a memo for the record in lieu of the signature page to document the actions taken that promoted competition to the maximum extent practicable.



A)  Type in one of the keywords (listed at the right of the table above, e.g. S2) below and hit the autotext key � EMBED Word.Picture.6  ��� to insert your signature page corresponding to your dollar threshold for this procurement..  Note this will appear in black text so that your final document will contain the proper verbiage.  If you selected the wrong option hit the undo button � EMBED Word.Picture.6  ���(on your standard toolbar) and retype in your selection.  When you have inserted the correct signature block press [Alt][C].   This will enable all drop down menus, and text input blocks within the signature page).  Now you will need to scroll back up to the top of the signature page and complete the gray blocks.  



B)  Please note that the signature page can still be replaced with another by pressing [Alt][B] (this will disable the signature page), deleting the previous signature page, and repeating the steps listed in paragraph A, above. 



Type in the signature keyword for this procurement anywhere on the red line below:

�





�

Also, before you close the file please complete the survey on the following page, so that we may be able to better adapt the template to fit your needs.  To complete the survey, simply fill in the blanks following the directions in each block.  When you have completed the survey, simply print a hard copy (this will automatically print when the final JOFOC is printed) and forward it to Bob Braden, Team Leader, Policy and Customer Liaison Team, Contracts and Procurement Division.



DON’T FORGET TO SAVE YOUR DOCUMENT AND 

COMPLETE THE FOLLOWING SURVEY PRIOR 

TO PRINTING OR CLOSING THE FILE!



Once you have finalized your JOFOC, you may wish to delete the hidden text instructions and examples.  If so, double click on the red text to � MACROBUTTON DeleteHiddenText ��� MACROBUTTON DeleteHiddenText Delete Hidden Text �.� If you delete the hidden text by accident, double click on the undo button (� EMBED Word.Picture.6  ���) on your toolbar.



�

�TEMPLATE FEATURES��1.  Were the instructions (e.g., hidden text,  drop down menuÕs, etc.) clear?  (Click on the box to see choices, click to select, then press {Enter} to continue).     ok� FORMDROPDOWN ����2.  What problem(s), if any, did you experience while working with this template?  (Click on the box to type your response, then press {Enter} to continue).     � FORMTEXT ��–––––���3.   Were you able to easily produce a JOFOC?  (Click on the appropriate box, then press {Enter} to    continue).  Yes--� FORMCHECKBOX ��         No--� FORMCHECKBOX ��



   If  you answer no, please specifically state what problems you encountered in block 6.��4.  What could make the examples more useful and relevant?  (Click on the box below to type your  response then press {Enter} to continue.)  

     � FORMTEXT ��–––––���5.  On a scale of one being poorl to ten being excellent, please rate this template?  (Click on the appropriate box, then press {Enter} to continue).

               1          2           3           4            5            6            7            8             9          10

              � FORMCHECKBOX ��        � FORMCHECKBOX ��         � FORMCHECKBOX ��         � FORMCHECKBOX ��         � FORMCHECKBOX ��          � FORMCHECKBOX ��          � FORMCHECKBOX ��          � FORMCHECKBOX ��          � FORMCHECKBOX ��          � FORMCHECKBOX ����6.  If I could make any changes to the JOFOC template, they would be (Click on the box below to insert your  response then press {Enter} to continue).  

     � FORMTEXT ��–––––�

��7.  Other Comments (Click on the box below to insert your response then press {Enter} to continue). � FORMTEXT ��–––––�

 ��8.  Name and Number (optional) (Click on the box below to insert your response then press {Enter} to continue).       � FORMTEXT ��–––––�

��

Please return to Bob Braden, US Department of Energy, Contracts and Procurement Division, PO Box 5400, Albuquerque, NM  87185-5400, or e-mail it to bbraden@doeal.gov.
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