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SAF/AQCP

AFFARS and Policy Memoranda Guide

Topic:  Managing the AFFARS and SAF/AQC Policy Memoranda (i.e., Policy Memoranda and Information Memoranda)
Effective Date:  3 April 2003
OPRs:  SAF/AQCP Division Chief and SAF/AQCP AFFARS/Policy Manager
Purpose:  To establish standardized procedures for managing the AFFARS and SAF/AQC Policy Memoranda.

Overview:  This administrative process guide establishes responsibilities and procedures for ensuring the AFFARS and SAF/AQC policy memoranda remain current.  Providing the Air Force Contracting community with current policy and guidance is the single most important function of the Policy & Implementation Division.  Because the AFFARS and SAF/AQC Policy Memoranda are key guidance documents contracting officers rely upon in their daily decision-making, these documents must be kept current.  A formal process for managing the AFFARS and policy memoranda will ensure all policy issues are properly resolved and documented in a timely fashion.

Process Details:  An AFFARS/Policy Manager is assigned to the Policy & Implementation Division (SAF/AQCP) to act on behalf of the Deputy Assistant Secretary (Contracting) with overall responsibility for keeping the AFFARS current with statute, higher-level regulations/guidance, and Air Force business practices.  Additionally, policy/information memoranda may be developed by the AFFARS/Policy Manager or other SAF/AQC action officers (AOs).  The following outlines the process steps for changing the AFFARS and for issuing policy/information memoranda.  

A. Preparing Suggested AFFARS Changes:  Suggested AFFARS changes shall be submitted to the SAF/AQCP AFFARS/Policy Manager using the format outlined in DFARS 201.201-1(d)(i) (i.e., a Problem, Recommendation, Discussion, Collaterals, and Deviations format).  This format also applies to proposed changes to the FAR and DFARS.  Preparation guidelines follow:

1. As applicable, the AFFARS change format may be modified (e.g., Collaterals and Deviations may not always need to be addressed).

2. Support the “Recommendation” portion of the suggested change with (a) a copy of the original wording and (b) a copy of the suggested revised wording.  If possible, use Microsoft Word’s “Tools/Track Changes options” to present the requested text changes.  (This is mandatory for FAR/DFARS change packages.)

B. Processing Suggested AFFARS Changes and proposed Policy Memoranda:  The AFFARS/Policy Manager is ultimately responsible for successfully processing AFFARS changes, SAF/AQC Policy Memoranda, guidance document updates, and Air Force-proposed FAR/DFARS cases.  As required, the Policy Manager relies on technical support from other SAF/AQC AOs to complete the following actions (Note:  steps may be added or deleted to reflect the complexity of the policy issue):

1. Review proposed changes for materiality; determine the needed review and coordination levels; discuss the change with SAF/AQC leadership; and set a projected completion date.

2. When warranted, coordinate early with SAF/AQC (i.e., heading check).

3. If the change requires immediate implementation, prepare an “Interim Policy Memorandum” for signature by the DAS (Contracting).

4. Prepare a HQ USAF package and secure appropriate coordinations (e.g., General Counsel, HQ USAF functional offices, MAJCOM policy chiefs, SAF/AQC division chiefs, etc.).

5. Incorporate/resolve all comments and prepare a final draft document.

6. For numbered Contracting Policy Memoranda (CPM), obtain a control number from the AFFARS/Policy Manager or SAF/AQCP’s Information Manager (IM) prior to signature.

7. Obtain SAF/AQC review/approval/signature of final package and provide a copy of the final package to the AFFAR/Policy Manager or SAF/AQCP’s IM.

8. If a FAR/DFARS change, forward the case to the DAR Council via SAF/AQCP’s Assistant for the FAR.

9. Ensure AFFARS changes are communicated via the following channels:

a. AFAC published onto Hill AFB’s FAR website (http://farsite.hill.af.mil/), allowing enough lead time for updating the Hill AFB website concurrent with issuance of the AFAC.

b. E-mail notification to all MAJCOM Contracting Policy Chiefs sent by SAF/AQCP Division Chief.

c. “Notice of AFAC” posted to the AF Contracting web page under “What’s New” and email notification sent to all “What’s New” subscribers.

d. Updates to affected AF Contracting Guidebooks made by the SAF/AQC policy expert concurrent, or soon thereafter, with publication of an AFFARS change.

10. Ensure numbered Contracting Policy Memos and (unnumbered) Information Memos are communicated via the following channels:

a. A “pdf copy” of the memo is posted in the “Policy Guidance” page under “References” on the AQC homepage and other applicable parts of the Contracting Toolkit.

b. E-mail notification to all MAJCOM Contracting Policy Chiefs sent by SAF/AQCP Division Chief.

c. “Notice of Policy Memo” posted to the AF Contracting web page under “What’s New” and email notification sent to all “What’s New” subscribers.

d. Updates to affected AF Contracting Guidebooks made concurrent with publication of Policy Memoranda by the SAF/AQC policy expert.

C. Records Retention:  SAF/AQC is the “office of record” for AFFARS and contract policy guidance.  The AFFARS/Policy Manager will maintain a case file (hard copy) of all documentation (either hardcopy or electronically) related to AFFARS and Policy Memoranda.
1. The AFFARS/Policy Manager will maintain a log of recommended AFFARS changes and resultant AFAC publications.  Although managing suggested changes and issuing AFACs is an on-going requirement, the AFFARS/Policy Manager will formally assess the need to publish an AFAC on a quarterly basis.  

2. The AFFARS/Policy Manager will also maintain a log of SAF/AQC Policy Memoranda and Information Memoranda and, as appropriate, incorporate the memoranda into the AFFARS.

3. The AFFARS/Policy Manager will retain the original signed copy of all Policy Memos and Information Memos.

D. AFFARS Re-Write:  The AFFARS/Policy Manager will formally consider re-writing and re-publishing a new version of the AFFARS at least every three years.

