GUIDANCE REGARDING AF CONTRACTOR DODAAC REQUESTS

1.  REVIEW OF AF CONTRACTOR DODAACS.  

Using the LOT DODAAC Search web page at https://dodaac.wpafb.af.mil/, contracting officers can check to see if a contractor has a valid DODAAC.  From the above web page, click on “Advanced DODAAC Search.”  There are thirteen fields available to search on, and seven search options for each to be selected from drop-down boxes next to each field.  The user then enters the desired result in the blank box behind the selected field.  
To search for a particular company, enter search options of DODAAC “begins with” E and Address Line 1 “contains” name of company.  Contracting officers can also enter Zip Code “begins with” the first 5 digits of the contractor’s zip code for a more narrow search.   After entering the search options, click on “Submit Query”.  

A list of DODAACs will be returned for the query.  Contracting officers can click on the actual DODAAC to see the entire address and termination date loaded.  Termination dates are constructed with the final 2 digits of the year, followed by the julian date, e.g., 01181 would be end of June 2001.  Contractor DODAACs are normally entered with termination dates at the end of the month specified by the contracting officer. 

It is a good idea for contracting officers to check this page monthly to see what DODAACs are vulnerable for deletion that may still be in use.  Using the above DODAAC search, enter DODAAC “begins with” E and Term Date “begins with” and enter a date as identified above (last 2 digits of year and julian date for end of month).  This will help capture DODAACs that are about to be cancelled and preclude their deletion. 

2.  UPDATING CONTRACTOR DODAACS.

If a contractor DODAAC is still active but has an expired termination date or one that will soon expire, the contracting officer can send an e-mail to judith.oldham@wpafb.af.mil or margaret.proctor@wpafb.af.mil to request extension. In requesting the extension, the contracting officer must supply the DODAAC, contract number, contract anticipated expiration date, contractor’s name and address.  The DODAAC will be extended to the end of the month/year specified.  

3.   REQUESTING A NEW CONTRACTOR DODAAC OR REINSTATING ONE THAT HAS BEEN DELETED.

From the LOT DODAAC Search web page (above), click on “Library”, then click on “Contractor DODAAC Request Form.”  This will access the form for requesting contractor DODAACs.  NOTE: Only contracting officers (PCO or ACO) are authorized to request contractor DODAACs, the contractors cannot do it themselves.   If requesting a previously deleted DODAAC, enter the DODAAC number to be reinstated in the additional information block.   After completing the request form, click on “Submit” to send it electronically to the DODAAC service point office.  Normal processing time is 3-5 business days.  If a contractor DODAAC request has gone unanswered for longer than 5 business days, send an e-mail to judith.oldham@wpafb.af.mil or margaret.proctor@wpafb.af.mil to request status of the request.  

