Procedure for Requesting a Contracting Officer's Warrant or Other Buying Authority for a Non-1102 Person -- For an Individual Outside of the GSFC Procurement Workforce

I. For a non-1102 Contracting Officer's Warrant

A. Read the GSFC "Policy on Appointment and Training of Contracting Officers and Other Buying Authorities Outside of the GSFC Procurement Organization"

B. When the need for a warrant arises, go to your Procurement Manager for an informal assessment of the need and to discuss the process

C. Assuming agreement on the need is reached, the individual should then take the FAI course and the procurement supplement to the course mentioned in the policy.

D. The person's supervisor writes a memo to the GSFC Procurement officer requesting a warrant 

1. Use the checklist form titled "Request for a Non-1102 Contracting Officer's Warrant--For an Individual Outside of the GSFC Procurement Workforce" 

2. Route the memo through your technical organization, as appropriate, the Associate Procurement Division Chief and Procurement Senior Staff Training Coordinator

II. For Other Buying Authorities (e.g,. authority to place orders under a Blanket Purchase Agreement(s))
A. Read the GSFC "Policy on Appointment and Training of Contracting Officers and Other Buying Authorities Outside of the GSFC Procurement Organization"
B. When the need for a warrant arises, go to your Procurement Manager for an informal assessment of the need and to discuss the process
C. Assuming agreement on the need is reached, write a written request (Checklist is optional for other buying authorities but all criteria must be addressed)

1. Memo (or checklist) addressed to GSFC Procurement Officer, and completion of the FAI course and the procurement supplement to the course mentioned in the policy

2. Route the memo through your technical organization, as appropriate, the Associate Procurement Division Chief and Procurement Senior Staff Training Coordinator

3. Where several individuals will be supporting the same outside purchasing activity, one request for all individuals is acceptable.  An example would be multiple individuals issuing orders under the same Blanket Purchase Agreement(s).

