204.670-3
(1) Actions that obligate or
deobligate $25,000 or less, except ac-

tions reported on DD Form 350 in ac-
cordance with paragraph (a)2), (3), or
(4) of this subsection.

(2) Actions that obligate or
deobligate more than $25,000, but not
more than $200,000, and support—

(i) A contingency operation as de-
fined in 10 U.S.C. 101(a)(13); or

(ii) A humanitarian or peacekeeping
operation as defined in 10 U.S.C. 2302(8).

3) Actions that obligate or
deobligate more than $25,000, but not
more than $200,000, and are placed by a
contracting officer on a Navy vessel.

(c) Do not report the following types
of contracting action on either the DD
Form 350 or DD Form 1057:

(1) Imprest fund transactions, SF 44
purchases, and micro-purchases ob-
tained through use of the Government-
wide commercial purchase card.

(2) Transactions that cite only non-
appropriated funds (Treat funds held in
trust accounts for foreign governments
as appropriated funds).

(3) Transactions for purchase of land,
or rental or lease of real property,
when the General Services Administra-
tion (GSA) executes the action.

(4) Orders from GSA stock and the
GSA Consolidated Purchase Program.

(5) Transactions that involve Govern-
ment bills of lading or transportation
requests, except orders placed under
Regional Storage Management Office
basic ordering agreements.

(6) Requisitions transferring supplies
within or among the departments or
agencies.

(7) Pursuant to 204.670-6(b), orders
placed by other contracting activities
against indefinite-delivery contracts
awarded by the—

(i) Military Traffic
Command;

(ii) Defense Energy Support Center
for petroleum and petroleum products;
or

(iii) Defense Supply Center,
mond, for petroleum products

Management

Rich-

[64 FR 45197, Aug. 19, 1999; 64 FR 52670, Sept.
30, 1999, as amended at 656 FR 39708, June 27,
2000; 66 FR 47097, Sept. 11, 2001; 67 FR 46113,
July 12, 2002]
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204.670-3 Contracting office respon-
sibilities.

(a) For DD Form 350, contracting of-
fices—

(1) Prepare the appropriate type of
DD Form 350 (see 204.670-6) in accord-
ance with the instructions in 253.204-70,
for all reportable contracting actions
(see 204.670-2(a)), including actions ac-
complished by contract administration
offices on behalf of the contracting of-
fice.

(2) Complete the DD Form 350 when
funds are obligated or deobligated or
when an indefinite-delivery contract is
established with no initial obligation
of funds. For actions accomplished by a
contract administration office, com-
plete the DD Form 350 upon receipt of
the contractual instrument annotated
“DD FORM 350 REPORTING COPY.”

(3) Submit all DD Forms 350 for the
calendar month to the departmental
data collection point (see 204.670-1(c))
in accordance with departmental or
agency procedures.

(4) Prepare and submit a corrected or
canceling DD Form 350 as required in
accordance with departmental data
collection point instructions.

(5) Establish a control system for as-
signing report numbers to DD Forms
350 (Line A2 of the DD Form 350). The
number must have six positions and
may be any combination of alpha or
numeric characters. If more than one
activity within a contracting office
uses the same reporting office code, the
contracting office must assign separate
blocks of numbers to each activity to
prevent duplication of report numbers.

(6) Maintain the DD Form 350 in the
contract file in any medium, in accord-
ance with departmental or agency pro-
cedures.

(b) For DD Form 1057, contracting of-
fices—

(1) Prepare a DD Form 1057, in ac-
cordance with the instructions in
253.204-71, covering reportable con-
tracting actions (see 204.670-2(b)), in-
cluding actions accomplished by con-
tract administration offices on behalf
of the contracting office. An installa-
tion, base, or other activity may have
more than one contracting office code
to separate the various types of acqui-
sitions, such as base and central con-
tracting, or RDT&E and non-RDT&E
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acquisition. Each contracting office
with a separate code must submit its
own DD Form 1057.

(2) Complete the DD Form 1057 with-
in three working days after the cutoff
of the reporting month. Contracting of-
fices may not cut off the reporting
month before the 25th calendar day.
The cutoff date for September is Sep-
tember 30. Submit the DD Form 1057 to
the departmental data collection point
in accordance with departmental or
agency procedures.

(3) Unless otherwise instructed by
the departmental data collection point,
do not submit revised DD Form 1057 re-
ports. Include any required corrections
or adjustments in following month’s
report.

[66 FR 39708, June 27, 2000, as amended at 66
FR 47097, Sept. 11, 2001; 67 FR 46113, July 12,
2002]

204.670-4 Contract administration of-
fice responsibilities.

Contract administration offices exe-
cuting actions subject to DD Form 350
or DD Form 1057 reporting must submit
an annotated copy of the contractual
instrument to the contracting office so
that the contracting office can submit
the required report.

(a) For DD Form 350, annotate in the
heading of the contractual instrument
in large block letters ‘“DD FORM 350
REPORTING COPY.” Send the anno-
tated copy to the contracting office
within one working day after the ac-
tion date.

(b) For DD Form 1057, annotate in
the heading of the contractual instru-
ment in large block letters “DD FORM
1057 REPORTING COPY.” Send the an-
notated copy with the normal distribu-
tion.

[656 FR 39709, June 27, 2000]

204.670-5 Departmental data collec-
tion point responsibilities.

Departmental data collection
points—

(a) Collect DD Forms 350 and 1057
data provided by their contracting of-
fices;

(b) Electronically record the data in
accordance with the instructions for
recording and editing developed by
WHS-DIOR with the majority agree-
ment of the departments and agencies
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and prescribed by the Director of De-
fense Procurement; and

(c) Submit monthly reports (non-
cumulative) to Washington Head-
quarters Services, ATTN: DIOR, within
18 days after the close of the reporting
period, except the due date for Sep-
tember may be extended for no more
than ten days. Report Control Symbol
DD-AT&L(M)1014 applies to reports for
DD Form 350 actions, and Report Con-
trol Symbol DD-AT&IL(M)1015 applies
to reports for DD Form 1057 actions.

[66 FR 39709, June 27, 2000, as amended at 66
FR 47097, Sept. 11, 2001]

204.670-6 Types of DD Form 350 re-
ports.

There are three types of reports—sin-
gle, consolidated, and multiple.

(a) A single report is one DD Form
360 report per action.

(b) A consolidated report combines
several actions.

(1) Prepare consolidated reports for—

(i) Military Traffic Management
Command awards of indefinite-delivery
contracts for ocean transportation.
The Command reports at the beginning
of each fiscal year the estimated value
of the orders for that fiscal year on one
DD Form 350.

(ii) Defense Energy Support Center or
Defense Supply Center, Richmond, in-
definite-delivery contracts for petro-
leum or petroleum supplies. The Cen-
ters, at the time of award, report the
estimated value of the orders to be
placed against the contract on one DD
Form 350.

(iii) Orders placed by the Defense
Commissary Agency (DeCA) for resale
items over $25,000. DeCA consolidates
the orders monthly and reports the cu-
mulative dollar amounts and actions
on one DD Form 350.

(iv) Vouchers processed by the U.S.
Army Contracting Command, Europe
(USACCRE), for the purchase of utilities
from municipalities (e.g., gas, elec-
tricity, water, sewage, steam, snow re-
moval, and garbage collection).
USACCE consolidates these trans-
actions monthly and reports the cumu-
lative dollar amounts and actions on
one DD Form 350.

(2) Consolidated reports may be pre-
pared in accordance with departmental
or agency procedures for orders under



