ORDER


AC   1750.4C
U.S. DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION MIKE MONRONEY AERONAUTICAL CENTER
OKLAHOMA CITY, OKLAHOMA
2/8/93
SUBJ: ACQUISITION OF NONLIBRARY MATERIALS

1. PURPOSE.  This order restates policy, revises responsibilities, and provides
for acquisition of nonlibrary materials.
2. DISTRIBUTION.  This order is distributed to supervisor level at the Aeronautical
Center, Office of Aviation System Standards (AVN), Assistant Chief Counsel (AMC-7),
Civil Aviation Security Division (AMC-700), Transportation Safety Institute (DTI-1),
National Airway Systems Engineering Division (AOS-200), Civil Aeromedical Institute
(AAM-3), and the Regulatory Support Division (AFS-600).
3. CANCELLATION.  Order AC 1750.4B, Acquisition of Nonlibrary Materials, dated
September 9, 1991, is canceled.
4. BACKGROUND.  Paragraph 22 of Order 1750.13A, FAA Library Program, requires
establishment of a central point for approval of nonlibrary books and subscriptions
to avoid unnecessary purchasing or duplications of procurement actions for
publications.  This order identifies the central approval point and defines
additional responsibilities and procedures.
5. DEFINITIONS.
a.
Library materials are books and periodicals purchased for use and retention
in the Aeronautical Center Library.
b.
Nonlibrary materials are administrative books, periodicals, and other
publications which must be available to an individual office or other organizational
unit at all times as working tools.  These may include technical handbooks, equipment
manuals, and reference materials used continuously in the operating organization.
6.
RESPONSIBILITIES.
a.  The Aeronautical Center Library (AMG-400D) is designated as the central point for review and approval/coordination of all requisitions for the purchase of *nonlibrary materials for Aeronautical Center organizations, Office of Aviation System Standards (AVN), Assistant Chief Counsel (AMC-7), Civil Aviation Security Division (AMC-700), National Airway Systems Engineering Division (AOS-200), and the Regulatory Support Division (AFS-600).  In this capacity, the library shall:    *
(1)  Review requests for purchase of nonlibrary materials, including those to be purchased with other than Office of Management Services (AMG-1) funds, with an aim to prevent waste and unnecessary duplication of materials and to advise on alternate methods of acquisition.
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(2) Ensure funds are available for purchase of programmed nonlibrary
subscriptions and U.S. Government Printing Office (GPO) publications.
(3) Question any apparent nonessential purchases and request additional
justification as required.
*
(4)  Maintain a record of publications purchased by Aeronautical Center
organizations and the following tenant organizations:  Office of Aviation System Standards (AVN), Assistant Chief Counsel (AMC-7), Civil Aviation Security Division (AMC-700), National Airway Systems Engineering Division (AOS-200), and the Regulatory Support Division (AFS-600).  This record is intended to maximize use of publications.
b.
The Civil Aeromedical Institute (AAM-3) is responsible for designating
their own central control point.  Written notification of this designation shall
be provided to the Acquisition Division (AMQ-1).
*
c.
The Management Systems Division (AMG-400) is responsible for programming
funds for subscriptions and GPO publications for all Aeronautical Center and
tenant organizations with the exception of:
(1) Civil Aeromedical Institute (AAM-3).
(2) Transportation Safety Institute (DTI-3).
(3) U.S. Coast Guard Institute.
(4) Legal reference subscriptions for the Assistant Chief Counsel (AMC-7)
d.
Office/service and staff heads and tenant heads are responsible for:
(1) Programming funds and requesting purchase of nonlibrary books, as
opposed to subscriptions, which are special requirements of the organization and
placed under their administrative control.
(2) Screening requests initiated by organizational units to determine
official need for nonlibrary publications and providing required justification for
all requisitions to AMG-400D.
(3) Supplying a list of subscription requirements, including specific
titles and prices, to AMG-1 during the annual budget review process.
7.  GENERAL INFORMATION.
a.  Published material in either paper, microfiche, or CD-ROM format which appears in successive parts on a regular basis should be included in the annual Aeronautical Center subscription program as programmed subscriptions.  Materials published annually such as yearbooks or annuals should also be included.
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b.
Training-materials, maintenance manuals for equipment, individual book
titles which are not published on a regular basis, service contracts or
maintenance agreements for computer software, networking fees, and online
database charges should not be included as programmed subscriptions.
c.
Only those items included in the annual subscription program may be
purchased during any fiscal year.  However, an unprogrammed item may be
substituted for a programmed item of equal cost, if requirements dictate.
8.  REQUISITION PROCEDURES.
a.  Requests for purchase of programmed subscriptions shall be initiated by the organization requiring the subscription on DOT Form 4200.1, Procurement Request (PR), submitted to AMG-400.  Each PR shall include a statement of justification as required by paragraph 22 of Order 1750.13A.
b.  All PR's shall be forwarded to AMG-400D for review, who will then forward them to AMG-400 for signature as the authorized requisitioner and accounting certification officer.
c.  On receipt of the subscription, the receiving organization shall forward a copy of the receiving report to AMG-400D.
9.  FORMS.  Use normal requisition channels to order the following form from
the FAA Logistics Center:  DOT Form 4200.1, Procurement Request, NSN 0052-00-812-
7000, unit of issue:  PD.
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H.C. McClure
Associate Administrator for the Aeronautical Center
Par 7
Page 3(and 4)
