Simplified Acquisition Request Template (SART) Instructions

	
	FOR SAT TEAM USE ONLY 
	Ticket No.: ________
	Date Received:  Select date

	Section 1: Points of Contact Information

	Requestor Name:  ____________________________________________
	Email: ______________________________________________

	Title: _______________________________________________________
	Business Phone: _____________________________________

	Center: Choose a Center
	NASA Org Code: ______________________________________

	Is this order being placed on behalf of another party (Technical End-User)? ☐ Yes ☐ No

	Technical End User Name: _____________________________________
	Email: ______________________________________________

	Title: _______________________________________________________
	Business Phone: _____________________________________

	Center: Choose a Center
	NASA Org Code: ______________________________________

	In the event that you are unavailable to respond to questions regarding this requisition, is there an alternate POC that has decision authority that we can contact in regards to this request? ☐ Yes ☐ No

	Alternate Name: _____________________________________________
	Email: ______________________________________________

	Title: _______________________________________________________
	Business Phone: _____________________________________

	If applicable, list up to 4 additional POC’s email address. _____________________________________________________________________

	Section 2: Acquisition Request Details 

	Have you verified in Section 2 of the work instruction that this request is within scope of the NSSC. ☐ Yes ☐ No

	What is the estimated acquisition value of this request? 
Choose a Value
	The Item I am requesting is primarily a …
Choose Commercial or Non-Commercial

	Give a brief description/item#/model#/QTY of the product/service being requested. 
_________________________________________________________________________________________________________________

	Please ensure a detail description/Statement of Work (SOW) is uploaded into SAP.

	Check the following that describes your requested product/service:

	☐ Chemicals 
☐ Combustible Liquids or Gas 
☐ Electrical, Electronic or Electromechanical (EEE)
☐ Flight Hardware or Software
☐ Furniture
☐ Information Technology (IT) 
☐ Instruments and Laboratory Equipment 
	☐ Maintenance or Repair of Equipment
☐ Meeting Space 
☐ Metrology Equipment  
☐ Photo/Map/Print/Publication 
☐ Photographic Equipment
☐ Pressure Vessel System 
☐ Product/Equipment Rental
	☐ Software License
☐ Software Maintenance 
☐ Subscription
☐ Support – Professional 
☐ Other _____________________
☐ Unsure

	Check any of the following that apply to this request (multiple selections are possible): 

	☐ Center Specific Terms or Conditions 
☐ Contains Options for Additional Periods of     Performance/Purchases
☐ ELMT Coordination*
☐ Foreign Purchase*
	☐ Government Furnished Equipment/Property*
☐ Government Furnished Information*
☐ Hazardous
☐ Quality Sensitive
	☐ Software – Renewal Anticipated
☐ Special Delivery Marking Requirements
☐ Sole Source or Brand Name

	Selections above with * require additional information. Please see instructions for what is required and enter below:
_______________________________________________________________________________________________________________

	
Section 3: Ship To or Service Location Details

	What is the shipment/service location for this requirement?
_________________________________________________________________________________________________________________

	Provide any additional shipping or service information (e.g., special packaging, marking requirements, allowable delivery times and days . . .)
_________________________________________________________________________________________________________________

	Section 4: Acquisition Strategy (Attach any sole source or brand name justification, or quotes for this requirement in SAP.)

	What is the need by date of this request? _______________________________

	Does this request need to be expedited? (Note: Purchases over $25,000 will be posted publicly before award can be made) ☐ Yes ☐ No 

	If Yes provide explanation for expedited request: 
_________________________________________________________________________________________________________________

	Purchase Requisition (PR) No.: ________________________________________________________________

	Section 5: Comments or Special Instructions 

	Please enter any comments, special instructions or any other information that you feel is relevant and has not been provided on this form or attached separately in SAP (e.g., description of option or renewal requirements, predecessor awards, assistant ticket number, special terms and conditions that are not in an attachment in SAP). 
_________________________________________________________________________________________________________________
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Form must be filled out electronically. 
SAT TEAM USE ONLY ROW: This one row is designated for the SAT Team at the NSSC to fill in after request is received. 
Section 1: Points of Contact Information
Requestor: Enter the Requestor’s Name (First, Middle Initial, and Last Name), Email Address, Title, Business Phone Number, NASA Org Code, and select from drop down box Requestor’s Center.
Technical End-User: Check “Yes” or “No” if this request is being made on the behalf of someone besides the Requestor. If “Yes” is selected enter the Technical End User’s Name (First, Middle Initial, and Last Name), Email Address, Title, Business Phone Number, NASA Org Code, and select from drop down box Technical End-User’s Center. The Technical End-User’s Center may be at a different site than the Requestor. If “No” is selected continue to the Alternate POC question. 
Alternate POC: Check “Yes” or “No” if you want to provide an alternate POC that can be contact if the Requestor and Technical End-User is unavailable (i.e. extended travel). If “Yes” is selected enter the Alternate’s Name (First, Middle Initial, and Last Name), Email Address, Title, and Business Phone Number. If “No” is selected continue to Section 2.  
Additional POC’s: If there are additional parties that need to receive email notifications regarding the process of this Acquisition Request, list up to 4 additional POC’s email addresses. Only include POCs with NASA.Gov emails. 
Section 2: Acquisition Request Details
Within Scope: Check “Yes” or “No” after you have verified that the request is within scope of the NSSC.
Make the determination that the requested Simplified Acquisition is within scope of the NSSC. 
Is the Estimated Value at or below the Simplified Acquisition Threshold (Defined at FAR 2.101 (b) (2)) and above the Micro-Purchase. (Exception is if a PR is required for a specific product type for Micro-Purchase due to Center requirements. Follow Center Purchase Card requirements for Micro-Purchase.)
The Simplified Acquisition request is not one of the following: 
· Interagency Agreement;
· Small Business Innovation Research (SBIR) or Small Business Technology Transfer (STTR) Phase III retained at the Center;
· Grant/Cooperative Agreement retained at the Center;
· Orders for Construction, Facility Repair or Architecture and Engineering services (A&E) (PSC codes "C1", "C2", "Y", and "Z”);
· Orders on a Center’s Indefinite Delivery, Indefinite Quantity (IDIQ) or Blanket Purchase Agreement (BPAs) administered at the Center; or 
· Purchases made by the Center’s Institutional Contractors on behalf of the Agency.
Acquisition Value: Select from the drop down box the Acquisition Value range estimated for request. For request expected to be over the Simplified Acquisition Threshold, this request should be coordinate with your Center’s Procurement department. 
Commercial or Non-Commercial: Select Commercial Product, Commercial Service, or Non-Commercial Product/Service
· Commercial Products – Commercial products are commodities, other than real property, that are commonly used by the general public or by non-governmental entities and have been offered, sold, leased, or licensed by industry for consumption by the general public utilizing established market or catalog prices. (FAR 2.101) 
· Commercial Services – Commercial service include installation, maintenance, repair, training, professional, and information technology services that are likewise purchased by the general public utilizing established market or catalog prices. (FAR 2.101)
· Non-Commercial Product/Service– Non-Commercial are items or services not commonly used by the general public or by non-governmental entities and any items requiring major modification not customarily available in the commercial marketplace
Brief Description: Enter a brief description of the item/service being requested. (Example: 2 Spectroradiometers, 1 continuous and 1 pulsed)
Please ensure a detail description/Statement of Work (SOW) is uploaded into SAP.
Product/Service Type: Check the box next to the product/service description that best describes the item/service being requested. If “Other” is check, enter a brief categorization. If you are not sure how to best categorize this product/service check “Unsure” 
Apply to this Request: Check the box next to all of the selections that are associated with request. Use the below definitions to assist in your determination of what applies: 
· Center Specific Terms or Conditions – Any special terms or conditions, or documentation that is required by the center that is not part of the standard terms and conditions set by the FAR or NFS. This would include any center specific terms or conditions for quality sensitive or hazardous requirements. (e.g. Material Safety Data Sheet (MSDS), Certificate of Compliance, Test Reports, Counterfeit Clauses, Non-Conforming Material, Flight Hardware, special packing) 
· Contains Options for Additional Periods of Performance/Purchases – Options means a unilateral right in a contract by which, for a specified time, the Government may elect to purchase additional supplies or services called for by the contract, or may elect to extend the term of the contract. A reason for options should be provide under the comments and special instruction section as the Contracting Officer must document the justification for options (See FAR 17.202).
· ELMT Coordination - ELMT Coordination - The Requiring Office shall coordinate with the Center CIO and the ELMT Program Office on the acquisition of any software licenses or software maintenance prior to submitting a purchase request to a Contracting Officer or governmentwide commercial purchase cardholder to make such purchase. Reference NFS subpart 1807.70.
· Foreign Purchase – Any requirement that the article, material, or supply, pursuant to the Buy American Act and its related statues and regulation, is not a domestic end product. Or any requirement that a foreign contractor is expected, which means a contractor or subcontractor organized or existing under the laws other than the United States. 
· Government Furnished Equipment/Property - Government Furnished Equipment (GFE) is a tangible item that is functionally complete for its intended purpose, durable, nonexpendable, and needed for the performance of a contract that is possession of, or acquired by the government, and delivered or otherwise made available to the contractor for contract performance. Equipment is not intended for sale, and does not ordinarily lose its identity or become a component part of another article when put into use. Equipment does not include material, real property, special test equipment or special tooling. Government-furnished property (GFP) means property in the possession of, or directly acquired by, the Government and subsequently furnished to the contractor for performance of a contract. Government-furnished property includes, but is not limited to, spares and property furnished for repair, maintenance, overhaul, or modification. Government-furnished property also includes contractor-acquired property if the contractor-acquired property is a deliverable under a cost contract when accepted by the Government for continued use under the contract.
· Government Furnished Information – Government Furnished Information (GFI) – includes, but not limited to, manuals, drawings, and test data, to be provided to the contractor that require additional controls to monitor access and distribution that is needed for contract performance as determined by the agency. (e.g., technical specifications, maps, building designs, schedules, etc.) 
· Hazardous - A requirement is hazardous for hazardous materials and any other purchases that require safety reviews. This includes the purchases of chemicals from commercial, industrial or research activities, commonly used in laboratories, facility maintenance applications, and custodial/grounds maintenance. Common products include liquid, gases, solids (powders, granules), nanparticulates, biological agents, radioactive materials, equipment that can contain radiation sources, items that emit radiofrequency, ultraviolet, or infrared radiation, class 3b or Class 4 lasers, and items that produce ionizing and nonionizing radiation.
· Quality Sensitive - A requirement is quality sensitive if hardware or services requires higher level quality standards and reviews. Examples of quality sensitive purchases include: flight hardware/software, qualification hardware/software, fight or flight test equipment, and associated flight support equipment or software.
· Software – Renewal Anticipated – This request anticipates the need to extend the period of validity of a software license or maintenance. Provide additional renewal information under detailed description or comments and special instruction. 
· Special Delivery Marking Requirements – Request requires that the delivery have special markings. Example is that all shipping documents and exterior shipping containers relating to chemicals or hazardous materials shall be marked as follows.
· Sole Source or Brand Name – Request is a sole source if it is expected that there is only one responsible source and no other supplies or services will satisfy agency requirements. Some of the reasons for sole source include but are not limited to compatibility of parts, exclusive licensing agreement, limited data rights (source codes), patents/copyrights, proprietary knowledge, and unique subject matter expertise.  Request is Brand Name if it calls for a particular brand-name product, or a feature of a product, that is unique to one manufacturer, and does not allow for the offer or delivery of an equal product.

Selections above with * require additional information. Please see instructions for what is required and enter below:
If ELMT Coordination state if this software requirement has been coordinated with ELMT
If Foreign Purchases is checked provide Country of Origin and a justification for Foreign Purchases by describing acquisition significance and mission or project. 
If Government Furnished Equipment or Property is checked provide description of Government Furnished Equipment or Property and attached Shipping Document in SAP if Available. 
If Government Furnished Information is checked provide description of Government Furnished Information. 



Section 3: Ship To or Service Location Details
Shipment/Service Location: Enter location items are to be delivered to or service is to be completed at.
Additional Shipping or Service Information: Enter any additional shipping or service information (e.g., Special packaging, marking requirements, allowable delivery times and days). Unless otherwise indicated in this question, the NSSC will assume no partial delivery and payment are allowed.
Section 4: Acquisition Strategy
Unless specifically requested this will be competed as Lowest Price Technically Acceptable. 
What is the need by date of this request? Selected date from the provided calendar dropdown box. Please note that the metric for execution of request is 30/35 calendar days after determination of a complete package depending on Acquisition Strategy
Expedited: Check “Yes” or “No”. If “Yes” is selected provide explanation for expedited request. This explanation should include impact to mission/project that is associated with this request. 
Purchase Requisition (PR) No: Enter the Purchase Requisition number(s) associated with request. Please comma separate the PR numbers. 
Section 5: Comments or Special Instructions
Enter any information you think will be helpful in processing this request and/or any concerns you may have. 
Attached completed form into SAP. 
If you have questions regarding this form, please contact the NSSC Customer Contact Center at 1-877-677-2123. 
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