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ERRATA SHEET
Subject: Order AC 1200.2D
Remove pages 1 and 2 of Order AC 1200.2D dated 3/2/2004 and replace with the attached pages 1 and 2.
Jennifer L. Jamison
AC Directives Management Officer
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U.S. DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION
MIKE MONRONEY AERONAUTICAL CENTER OKLAHOMA CITY, OKLAHOMA
3/2/2004
SUBJ:   VISITS AND DEMONSTRATIONS BY COMMERCIAL REPRESENTATIVES
1. The purpose of this order. To establish a central point of contact for commercial representatives who visit
Mike Monroney Aeronautical Center (MMAC) program offices and to establish a procedure for arranging
demonstrations of commercial products, equipment, and other marketing activities. This order also outlines the
appropriate communication between program office employees and commercial representatives who visit the
MMAC. The intent of this order is not to limit the flow of information and communications related to the use of
FAA Purchase Cards.
2. Who must comply with this order? . This order affects management and staff personnel in all organizations
located at the MMAC who arrange or participate in commercial demonstrations at the MMAC.
3. Cancellation of order. AC 1200.2C dated August 8, 1977 is canceled.
4. The effective date. This order is effective immediately upon issue.
5. Why is the Office of Acquisition Services (AMQ) issuing this order?
a.
Commercial representatives routinely contact various program offices at the MMAC to sell, market, and
demonstrate their products or services. While this practice is encouraged to share current technological
information and learn of industry interest in FAA programs, it is important that these relations do not result in:
(1) Unwarranted disruption in work areas.
(2) Unauthorized or unintended commitments to commercial concerns by FAA officials or employees as
described in paragraph 5b below.
(3) Improper or untimely release of procurement information which could result in an unfair competitive advantage by a particular vendor or supplier.
b.
Because of statutory or regulatory requirements, only authorized FAA employees have authority to commit
FAA financially. Commitments made by personnel without proper procurement authority commit only that
individual, not the Government (see Acquisition Management System Toolbox guidance, Authority to Appoint
Contracting Officers and Other Procurement Individuals, T3.1.4.A 3(a)). Therefore, contact with commercial
representatives on matters involving existing or planned purchases, including pricing information, should be made
for information purposes only and to gain insight into product or service capabilities. Personnel without
procurement authority should always ensure against actual or perceived FAA commitment to purchase any
particular product and/or service or utilize a specific vendor.
6.
What is the policy?
a.    Discussions with commercial representatives that are anticipated or planned to result in specific procurement actions must be made through or after contact with the proper procurement personnel in AMQ. However, program offices are not prohibited from making direct contacts, when it makes good business sense to
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do so, e.g. market surveys, source identification and/or technical information, or when operating within a procurement authority delegation.
b.
Individuals having industrial/commercial contacts are responsible for assuring that such contacts do not
prejudice the Government's position in obtaining competition on procurement actions.
c.
Procurement commitments must not be made except through properly authorized personnel. Generally,
while operating within their mission authority, MMAC employees are encouraged to make contact with:
(1) Consultants or commercial representatives regarding technical matters on equipment being installed
or in operation within FAA.
(2) Experts regarding matters of a scientific or professional nature.
(3) Persons that provide information for management/methods/procedures improvements.
(4) Representatives of the aircraft industry or related thereto to maintain state-of-the-art expertise.
(5) Marketing personnel, in order to obtain general information relating to product/service capabilities, etc.
7.   What are the responsibilities and procedures?
a.
The AMQ operating organizations and/or Small and Disadvantaged Business Utilization (SADBU) Office
(AMQ-100A) should:
(1) Make or receive initial commercial/business contacts and maintain business relations with regard to
such contacts until a relationship is pursuant to the terms and conditions of a contract. Collect and disseminate
annual forecasted procurement requirements. These activities may result in requests for user organizations or the
appropriate technical office to meet with the commercial representative or provide releasable information
requested regarding FAA requirements and technology.
(2) Coordinate all arrangements with commercial representatives for demonstrations or exhibitions of
products/services that have potential use at the MMAC.
(3) Make all necessary arrangements for space, utilities, permits, and other support required to
accommodate equipment/product demonstrations.
(4) Notify MMAC program offices and employees with potential interests when and where the
demonstration or exhibition will take place.
(5) Designate and maintain a public reception area during duty hours. The public reception area
(designated meeting room) will be used as a meeting place for commercial representatives and agency personnel,
for public access to the Internet for viewing procurement information, for business conferences, and for marketing
presentations.
b.
MMAC Directors/Managers and Heads of Tenant organizations in complying with the above should:
(1) Coordinate, when necessary, with the SADBU office when contacts with commercial representatives
or consultants are contemplated.
(2) Designate representatives to attend marketing demonstrations/conferences sponsored by the SADBU
office that are of interest to MMAC program offices.
(3) Ensure employees are informed of their responsibilities when contacting commercial representatives
regarding commitment of the FAA in purchasing any commercial product/service without specific delegated
procurement authority by the Program Director, Office of Acquisition Services (AMQ-1) (see Acquisition
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Management System, Ratification of Unauthorized Commitments, T3.1.4.A.3 at http://fast.faa.gov/procurement_guide/html/index.htm).
c. MMAC employees should:
(1) Not accept equipment/products from a commercial vendor for demonstration or evaluation
purposes unless a written agreement between the vendor and the FAA is executed which ensures liability for the
demonstration equipment/products remains with the vendor. The agreement will be retained within the program
office as support for the liabilities established.
(2) Not accept services from a commercial vendor at "no cost" unless the vendor has provided
written confirmation to the employee that the services will be provided at "no cost." The written confirmation will be
retained within the program office to preclude the need for possible ratification action.
(3) Not release improper information on existing or planned acquisitions to commercial
representatives, without coordinating with AMQ (see Acquisition Management System, Procurement Integrity Act, T3.1.8.A at http://fast.faa.gov/procurement_guide/html/index.htm).
(4) Coordinate with the SADBU office ail contacts with representatives regarding demonstrations of equipment/products, capability briefings and other marketing activities that are expected to directly result in an acquisition outside the Purchase Card process.
d. Prospective vendors should contact the SADBU office for information regarding business opportunities with the FAA.
8.
How do i request information? Requests for information concerning this order should be addressed to 
the Small and Disadvantaged Business Utilization Program Manager (AMQ-100A) at (405) 954-7704.
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RUSSELL H. BLAS1NG
Program Director, Office of Acquisition Services
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