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1. PURPOSE 
This document provides SPAWAR policy on the acquisition of services which are not 
already covered under the DoD/DoN 5000 series documents. 

A Certification of Non-Personal Services is used to ensure contracts do not involve 
unauthorized personal services.  

Related guidance is available under CMPG 1.2.9.2.2 Work Statement. 

2. POLICY 
 Certification of Non-Personal Services 2.1

All new PRs for services (including SeaPort-E task orders) are required to be 
accompanied by a Certification of Non-Personal Services (DFARS 237.503 and PGI 
237.503). Personal Services are also discussed at FAR 37.104 and DFARS 237.104. 

 SOW/PWS 2.2
Statements of work or performance work statements must clearly distinguish 
between Government employees and contractor employees. 

3. RESPONSIBILITIES 
 Program Office/Requestor  3.1
• Ensures that requirements for service contracts are vetted and approved as 

a safeguard to prevent contracts from being awarded or administered in a 
manner that constitutes an unauthorized personal services contract. 

• Ensures that procedures are adopted to prevent contracts from being 
awarded or administered as unauthorized personal services contracts 

 Contracting Officer 3.2
• Checks the PR for services to ensure it contains the Certification of Non-

Personal Services. If Certification is missing; the Contracting Officer 
requests it from the Program Office/Requestor. 

• Includes Certification in the contract file. 
 

4. PROCEDURE 
1. Program Office/Requestor completes  Request for Services Contract 

Approval (Certification and Worksheet); obtains appropriate signature, and 
includes it in the PR. 

2. Contracting Officer ensures Certification is included for applicable PRs. 
3. Contracting Officer includes Certification in contract file. 

 
Please note: The BCM format also has a Personal/Non-
Personal Services Determination that must be completed by 
the negotiator. Information from the Certification can be 
used to answer the BCM compliance item.  
 

5. APPROVALS 
The Request for Services Contract Approval requires a signature at the PM or DPM 
level (or SSC equivalent: Project Manager, Project Lead, or Technical Lead). 

6. TOOLBOX 
1.  Request for Services Contract Approval (Certification and Worksheet) – 

May 2011 

https://e-commerce.sscno.nmci.navy.mil/Command/02/ACQ/navgenint.nsf/policydocs/C0ACD1A60560357586257AED007B52FC/$file/1.2.9.2.2_AoS_Non-Personal_Services.pdf
https://e-commerce.sscno.nmci.navy.mil/CMPG/1-2_Plan_Acq.html?tab=2#12922
http://www.acq.osd.mil/dpap/dars/dfars/html/current/237_5.htm
http://www.acq.osd.mil/dpap/dars/pgi/pgi_htm/PGI237_5.htm
http://www.acq.osd.mil/dpap/dars/pgi/pgi_htm/PGI237_5.htm
https://www.acquisition.gov/sites/default/files/current/far/html/Subpart%2037_1.html#wp1082924
http://www.acq.osd.mil/dpap/dars/dfars/html/current/237_1.htm#237.104
https://e-commerce.sscno.nmci.navy.mil/Command/02/ACQ/navgenint.nsf/policydocs/85FFB659233FFB91862575D00076A648/$file/Non-PersonalServicesCert_SignableForm_5-2011.pdf
https://e-commerce.sscno.nmci.navy.mil/Command/02/ACQ/navgenint.nsf/policydocs/85FFB659233FFB91862575D00076A648/$file/Non-PersonalServicesCert_SignableForm_5-2011.pdf
https://e-commerce.sscno.nmci.navy.mil/Command/02/ACQ/navgenint.nsf/policydocs/85FFB659233FFB91862575D00076A648/$file/Non-PersonalServicesCert_SignableForm_5-2011.pdf
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2.  SSC PAC Non-Personal Services Certification – Nov 2010 
3. DoD Guidebook for the Acquisition of Services - Jul 2011 

 

7. CHANGE HISTORY 
Updated material is highlighted by purple text and an Alert/New  icon. 
Date Description of Changes 
August 2014 Content taken from Acquisition of Services SCPPM to create this 

more focused Certification of Non-Personal Services SCPPM.  
April 2014 Last Acquisition of Services version created in old format. Last 

change under this topic was not noted. 
 

https://e-commerce.sscno.nmci.navy.mil/Command/02/ACQ/navgenint.nsf/policydocs/C0ACD1A60560357586257AED007B52FC/$file/1.2.9.2.2_AoS_Non-Personal_Services.pdf
https://e-commerce.sscno.nmci.navy.mil/Command/02/ACQ/navgenint.nsf/policydocs/85FFB659233FFB91862575D00076A648/$file/IPM_11-002_SERVICE_CONTRACT_CERT.pdf
https://acc.dau.mil/sag
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