DECENTRALIZED ORDER REQUEST WORKSHEET (as of December 2011)
1. Instructions for use:

Fill out the following fields as specified in the Decentralized Ordering (DCO) procedures IAW with the basic contract to request use of 772 ESS program ceiling for decentralized ordering.  The completed decentralized order request worksheet should be forwarded to the decentralized ordering liaison for consideration and approval.  Anticipated processing time is 10 business days from receipt of a complete request package.  If approved, the Memorandum of Agreement (MOA) will be finalized and returned to the requester within fourteen business (14) days of request.

2. Additional Information on Decentralized Ordering:
Found at http://www.afcee.lackland.af.mil/contracting/decentorder/
3. General DCO contact information:

Comm Phone: 210-395-8580
DSN: 969-8580
4.
User Contact information:
a. Contracting Officer
Name:

Comm Phone:
DSN Phone:

Comm Fax:
DSN Fax:

Email:

Installation:
MAJCOM:
Contracting Organization Name:

Contracting Organization Office Symbol:

Contracting Officer Title to be used, if other than “Contracting Officer”:

b. Technical POC
Name:

Comm Phone:
DSN Phone:

Comm Fax:
DSN Fax:

Email:

Installation:
MAJCOM:

Engineering Organization Name:

Engineering Organization Office Symbol:

Technical POC Title to be used, if other than “Technical POC”:
c. Signature blocks for Memorandum Of Agreement (flight chief equivalent or higher)
Contracting

Name:
Title:
Technical

Name:

Title:
5. Amount of program ceiling requested:

6. Period of Performance or expiration of task order:

7. Requesting user’s two-digit order code assignment IAW Defense Acquisition Regulation System at http://www.acq.osd.mil/dpap/dars/order_code_assignments.html:

8. Requesting user’s project number:
9. Type of funding document submitted (e.g. copy of; Certified Form 9, AF Form 616, MIPR, or Equivalent), attach additional documents as needed to this request:
10. Type of Funds to be used (e.g. BRAC, O&M, MILCON, etc.):

11. Type of Funding Arrangement to be used (available arrangements per basic contract):

(e.g. T&M, FFP, or CPFF)
12. Requesting user’s statement to comply with SAF/AQC fair opportunity policy memorandum dated 8 October 2008.
13. Package Submission:
a. If A&E – Date package submitted with justification/contractor selection letter ___________________


(N/A if not applicable)
b. If Competed – Provide competitive letter and projected submission date of justification/contractor selection letter ___________________

(N/A if not applicable)
For A&E only

Contractor selection should be made using the contractor selection provision in the basic contract.  A list of prime contractors and their teaming partners is available on the AFCEE contracting web page in the Business Links section and Current Contracts database: http://www.afcee.af.mil/
Contract Number / Contractor selected using fair opportunity criteria: insert Contract # & Contractor name here
