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Agreed Upon Action 

8.	 The filing system for supply orders placed by the supply technician will be 
reorganized or further automated. 

Procurement forms should be consolidated. 

Currently ASB staff must complete two separate forms; one entitled "Abstract of 
Proposals/Quotations" and the other "Small Purchase Pricing Memorandum." Current 
procedures require procurement staff to complete both forms for every negotiated order 
over $2,500. It would be more efficient to combine the information contained on these 
forms into one. 

Agreed Upon Action 

9.	 One form will be developedfor use on orders over $2,500. 

Contract and interagency files are incomplete. 

A review of the formal contract and interagency agreement files found that the Agency 
has issued five formal contracts and 46 interagency agreements in FY 97, 98 and 99. The 
formal contract files were not complete in that none contained copies of invoices. One 
had no reference to the use ofa panel in making the selection, a requirement in the FAR. 

Interagency agreement files were also incomplete. FCA entered into 46 interagency 
agreements in FY 97, 98, and 99. According to aRM DivisionlRegion Directive #1, a 
requisition, Office of General Counsel (OGC) review and clearance, and transmittal 
memo are required for each agreement. Only seven of the 46 agreements (15%) we 
reviewed contained a requisition. One contained certification of OGC review and 
clearance (.02%), and one contained a transmittal memo (.02%). ASB did provide copies 
evidencing the existence of these documents for some agreements; however, they should 
be retained in one central place as the official Agency contract file. 

Agreed Upon Actions 

10.	 FRD will send copies ofinvoices on contracts to ASB after payment is made. 

11.	 A selection panel will be used on all formal contracts issued, when required by the 
FAR. This process will be noted in the contract files. 

12.	 Official interagency agreement files will include the approved requisition, a 
transmittal memo and certification of OGe. review and clearance or the office 
directive will be revised to reflect the new requirements. 
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