13.303-3

(1) Establish the parameters to limit
purchases to individual items or com-
modity groups or classes, or permit the
supplier to furnish unlimited supplies
or services; and

(2) Consider suppliers whose past per-
formance has shown them to be de-
pendable, who offer quality supplies or
services at consistently lower prices,
and who have provided numerous pur-
chases at or below the simplified acqui-
sition threshold.

(c) BPAs may be established with—

(1) More than one supplier for sup-
plies or services of the same type to
provide maximum practicable competi-
tion;

(2) A single firm from which numer-
ous individual purchases at or below
the simplified acquisition threshold
will likely be made in a given period;
or

(3) Federal Supply Schedule contrac-
tors, if not inconsistent with the terms
of the applicable schedule contract.

(d) BPAs should be prepared without
a purchase requisition and only after
contacting suppliers to make the nec-
essary arrangements for—

(1) Securing maximum discounts;

(2) Documenting individual purchase
transactions;

(3) Periodic billings; and

(4) Incorporating other necessary de-
tails.

13.303-3 Preparation of BPAs.

Prepare BPAs on the forms specified
in 13.307. Do not cite accounting and
appropriation data (see 13.303-5(e)(4)).

(a) The following terms and condi-
tions are mandatory:

(1) Description of agreement. A state-
ment that the supplier shall furnish
supplies or services, described in gen-
eral terms, if and when requested by
the contracting officer (or the author-
ized representative of the contracting
officer) during a specified period and
within a stipulated aggregate amount,
if any.

(2) Extent of obligation. A statement
that the Government is obligated only
to the extent of authorized purchases
actually made under the BPA.

(38) Purchase limitation. A statement
that specifies the dollar limitation for
each individual purchase under the
BPA (see 13.303-5(b)).
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(4) Individuals authoriced to purchase
under the BPA. A statement that a list
of individuals authorized to purchase
under the BPA, identified either by
title of position or by name of indi-
vidual, organizational component, and
the dollar limitation per purchase for
each position title or individual shall
be furnished to the supplier by the con-
tracting officer.

(6) Delivery tickets. A requirement
that all shipments under the agree-
ment, except those for newspapers,
magazines, or other periodicals, shall
be accompanied by delivery tickets or
sales slips that shall contain the fol-
lowing minimum information:

(i) Name of supplier.

(ii) BPA number.

(iii) Date of purchase.

(iv) Purchase number.

(v) Itemized list of supplies or serv-
ices furnished.

(vi) Quantity, unit price, and exten-
sion of each item, less applicable dis-
counts (unit prices and extensions need
not be shown when incompatible with
the use of automated systems, provided
that the invoice is itemized to show
this information).

(vii) Date of delivery or shipment.

(6) Invoices. One of the following
statements shall be included (except
that the statement in paragraph
(a)(6)(iii) of this subsection should not
be used if the accumulation of the indi-
vidual invoices by the Government ma-
terially increases the administrative
costs of this purchase method):

(i) A summary invoice shall be sub-
mitted at least monthly or upon expi-
ration of this BPA, whichever occurs
first, for all deliveries made during a
billing period, identifying the delivery
tickets covered therein, stating their
total dollar value, and supported by re-
ceipt copies of the delivery tickets.

(ii) An itemized invoice shall be sub-
mitted at least monthly or upon expi-
ration of this BPA, whichever occurs
first, for all deliveries made during a
billing period and for which payment
has not been received. These invoices
need not be supported by copies of de-
livery tickets.

(iii) When billing procedures provide
for an individual invoice for each deliv-
ery, these invoices shall be accumu-
lated, provided that—
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(A) A consolidated payment will be
made for each specified period; and

(B) The period of any discounts will
commence on the final date of the bill-
ing period or on the date of receipt of
invoices for all deliveries accepted dur-
ing the billing period, whichever is
later.

(iv) An invoice for subscriptions or
other charges for newspapers, maga-
zines, or other periodicals shall show
the starting and ending dates and shall
state either that ordered subscriptions
have been placed in effect or will be
placed in effect upon receipt of pay-
ment.

(b) If the fast payment procedure is
used, include the requirements stated
in 13.408.

13.303-4 Clauses.

(a) The contracting officer shall in-
sert in each BPA the clauses prescribed
elsewhere in this part that are required
for or applicable to the particular BPA.

(b) Unless a clause prescription speci-
fies otherwise (e.g., see 22.305(a),
22.605(a)(b), or 22.1006), if the prescrip-
tion includes a dollar threshold, the
amount to be compared to that thresh-
old is that of any particular order
under the BPA.

13.303-5 Purchases under BPAs.

(a) Use a BPA only for purchases that
are otherwise authorized by law or reg-
ulation.

(b) Individual purchases shall not ex-
ceed the simplified acquisition thresh-
old. However, agency regulations may
establish a higher threshold consistent
with the following:

(1) The simplified acquisition thresh-
old and the $5,000,000 limitation for in-
dividual purchases do not apply to
BPAs established in accordance with
13.303-2(c)(3).

(2) The limitation for individual pur-
chases for commercial item acquisi-
tions conducted under subpart 13.5 is
$5,000,000.

(c) The existence of a BPA does not
justify purchasing from only one
source or avoiding small business set-
asides. The requirements of 13.003(b)
and subpart 19.5 also apply to each
order.

(d) If, for a particular purchase great-
er than the micro-purchase threshold,

13.303-6

there is an insufficient number of BPAs
to ensure maximum practicable com-
petition, the contracting officer shall—

(1) Solicit quotations from other
sources (see 13.105) and make the pur-
chase as appropriate; and

(2) Hstablish additional BPAs to fa-
cilitate future purchases if—

(i) Recurring requirements for the
same or similar supplies or services
seem likely;

(ii) Qualified sources are willing to
accept BPAs; and

(iii) It is otherwise practical to do so.

(e) Limit documentation of purchases
to essential information and forms as
follows:

(1) Purchases generally should be
made electronically, or orally when it
is not considered economical or prac-
tical to use electronic methods.

(2) A paper purchase document may
be issued if necessary to ensure that
the supplier and the purchaser agree
concerning the transaction.

(3) Unless a paper document is issued,
record essential elements (e.g., date,
supplier, supplies or services, price, de-
livery date) on the purchase requisi-
tion, in an informal memorandum, or
on a form developed locally for the pur-
pose.

(4) Cite the pertinent purchase req-
uisitions and the accounting and ap-
propriation data.

(5) When delivery is made or the serv-
ices are performed, the supplier’s sales
document, delivery document, or in-
voice may (if it reflects the essential
elements) be used for the purpose of re-
cording receipt and acceptance of the
supplies or services. However, if the
purchase is assigned to another activ-
ity for administration, the authorized
Government representative shall docu-
ment receipt and acceptance of sup-
plies or services by signing and dating
the agency specified form after
verification and after notation of any
exceptions.

13.303-6 Review procedures.

(a) The contracting officer placing
orders under a BPA, or the designated
representative of the contracting offi-
cer, shall review a sufficient random
sample of the BPA files at least annu-
ally to ensure that authorized proce-
dures are being followed.
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