PREPARATION OF PROCUREMENT REQUEST 

Last revised 4/12/04

1. Purpose. To prescribe policies, responsibilities, authorities, and procedures for preparation of procurement requests (PRs) for supplies/services (excluding construction) to be procured by the TACOM-ARDEC Acquisition Center (Picatinny Center for Contracting and Commerce (PC3)) located at Picatinny Arsenal, NJ.  All input to Procurement Requests shall be prepared by Government Personnel only.  Attached is a BRIEF power point chart to help you get started. It is advised that EVERYONE review it.
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2.  Applicability. This regulation applies to U.S. Army Armament Research, Development and Engineering Center (ARDEC); Program Executive Offices (PEOs); Program Management Offices (PMs) and other organizations serviced by the Acquisition Center at Picatinny Arsenal (AMSTA-AQ-AP).

3. Policy and Guidance

a.  Credit Card – Use of credit card is mandatory for purchases $2500 and under. There are credit card holders that can purchase up to $25,000 within each organization. Each ARDEC organization to include PEOs and PMs has a dedicated cardholder located within the Picatinny Acquisition Center who can purchase up to $100,000 on GSA. FAR Part 13.3 covers procurements of eligible commercial items or services under the Government IMPAC Credit Card Program. See http://purchasecard.saalt.army.mil or contact our Credit Card Program Manager phypes@pica.army.mil.

b. Simplified Acquisition Procedures (SAP) for commercial/non-commercial/adp

1.  Commercial Supplies/Services - The preferred method of procurement is Commercial Item Procedures pursuant to FAR Part 12. FAR Part 12 implements the Government's preference for the acquisition of commercial items and services by establishing procurement procedures that resemble commercial practices, both simplifying and significantly cutting cycle time. Simplified Acquisition Procedures (SAP) can be applied to commercial buys up to $5,000,000. Also, the solicitation can be included in the notice to Fedbizopps and Army Single Face to Industry (ASFI).   In accordance with FAR 13.501, (Special Documentation Requirements) a proposed contract action exceeding $100,000 but not exceeding $500,000, requires the contracting officer’s certification that the (sole source) justification is accurate and complete to the best of the contracting officer’s knowledge and belief, and this will serve as approval, unless a higher approval level is established in accordance with agency procedures. For a proposed contract exceeding $100,000 but not exceeding $500,000, the contracting officer’s certification that the justification is accurate and complete to the best of their knowledge will serve as approval (See FAR 13.501(2)(i).  Justification and Approval for other than full and open competition, using the format at FAR 6.303-2, are required for commercial buys over $500,000 (See FAR 13.501(2)(ii).  

2.  (Non-Commercial) FAR Part 13 covers procurements that are $100,000 or less where the following simplified procedures are used: purchase order, blanket purchase agreement, and Supplies/Services from Federal Supply Schedules. SAPs may be used for PRs requiring safety precautions for ammunition and explosives, chemical surety material, hazardous component safety data sheets and notices of radioactive materials. However, such PRs will be in accordance with this regulation, and other laws and regulations, submitting all required approvals and safety and transportation forms. However, there are certain situations where such procedures do not apply regardless of dollar value (such as where the procurement requires use of clauses for patents, construction, the 8(a) Program for Small/Minority Business). 

3.  The following ERPS/SAP – AMAS procedures should be used for ordering ADP equipment:


https://w3.pica.army.mil/crfs/HowDoI/sap_purchase.asp
c. Contract Offloading. It is Army policy that Army requiring activities obtain their contracting support from their assigned contracting office.  This policy further states that requiring activities should give their assigned contracting office the opportunity to execute and manage procurement actions before they are offloaded to other Army activities.  All requirements that are offloaded to a contracting office outside of TACOM require approval by the Executive for Contracting, TACOM-ARDEC.  If the contract offloading is to an agency outside of DoD, then the Economy Act (31 U.S.C. 1535) may apply, and an Economy Act D&F is required.  D&F formats are contained in TACOM Regulation 715-14 http://erc.tacom.army.mil/erc/internal%20guidance/715%2D14.htm Guidance on MIPRs, Contract Offloading and the Economy Act is contained in an e-mail message dated 20 Mar 2002 attached at the end of this regulation.  Further Guidance is contained in the Federal Acquisition Regulation (FAR) Subpart 17.5 titled Interagency Acquisitions Under the Economy Act and the Defense Federal Acquisition Regulation Supplement Subpart 217.5 Interagency Acquisitions Under the Economy Act. 

d.  Make or Buy Decisions:  Just as contractors must determine whether it is in their best interest to perform work in-house (make) or contract it out to another source, (buy), so must the Government. We must generally rely on private commercial sources for supplies and services while recognizing that some functions are inherently Governmental and must be performed by Government personnel.  Due to our limited resources, a significant portion of the effort at ARDEC – supplies, services, engineering studies, developmental programs, etc., are performed under contract (buy) as opposed to in-house (make).     Make or buy decisions are governed by regulation and policy (see FAR Part 7.3 at http://farsite.hill.af.mil/VFFARa.htm. If the decision is made to “buy” then a contract will be placed and managed by the Picatinny Center for Contracting and Commerce. The Procurement Request (PR) package must contain all the information necessary to guide offerors in submitting responsive proposals; set forth the source selection criteria to be used; and allow drafting a contract meeting all essential Government requirements.
e. Paperless Procurement Requests. All Procurement Packages are to be submitted electronically. 

SAP e/NOVA is used to requisition orders to a credit card holder for office supplies and one time services . Contact the ARDEC Customer Competency Center, x7394, for assistance regarding SAP e/NOVA.

Form Flow Web is used for all other procurement requirements (i.e., mission requirements, RDT&E, APA, etc.). Contact  Help Desk, x7575, for help. 

f.   Best Value. In competitive negotiated acquisitions, award will be made to firms which offer the best value to the Government through evaluation and comparison of factors (e.g., past performance, technical excellence, management capability, personnel qualifications, compliance with solicitation requirements, prior experience) in addition to cost or price. The best value concept must be reflected in any resultant source selection evaluation plan. 

g. Systems Acquisition Policy. Materiel acquisition PRs will be consistent with the policies given in the 30 Oct 02 memo, from the Deputy Secretary of Defense which was released as interim guidance to be used in place of the cancelled DOD 5000 series documents pending DOD AT&A release of "revised documents" (as so directed within 120 days of 30 Oct 02).  Attachment 1 to this memo provides interim policy and principles.  Attachment 2 provides the interim intended acquisition management framework to be used in Defense acquisition programs.  An Interim Defense Acquisition Guidebook (formerly DOD 5000.2-R, dated April 5, 2002) is the previous DoD 5000.2-R and is the "guidebook" referenced in the above two attachments.  Content in this interim guidebook is NOT mandatory, "but should be used for best practices, lessons learned, and expectations, until replaced."  These documents and other evolving information can be viewed via the DAU DoD 5000 Series Resource Center. 

h. Procurement Policies and Procedures. The PRs will be prepared consistent with the policies and procedures in the FAR, DOD FAR Supplement (DFARS), Army FAR Supplement (AFARS), and their changes/implementation and other regulations, statutes, and procedures impacting on the procurement/acquisition process.

 i. Special Considerations.  

(
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· Total requirements aggregating more than $100,000 will not be divided into several PRs merely for the purpose of buying under Simplified Acquisition Procedures (SAPs). 

· Similar requirements for supplies or services, including R&D, shall be consolidated to the maximum possible extent. Requirements shall not be severed or underestimated to avoid dollar thresholds associated with various required approvals and/or procedures; e.g., justification and approvals (J&A), AP approvals, etc.  

· To support attainment of ARDEC Small Business and other related socio-economic goals, including HBCUs/MIs, consult with our Small and Disadvantaged Business Specialist (SADBU), x4106 and our Acquisition Center Small Business Task Force Leader, x2564, for the identification of potential small, disadvantaged, and women owned businesses who can meet your requirements. 

4. Explanation of Terms, New Topics and Requirements
a. Procurement Request (PR) consists of a funding document (AMC Form 1095 (Procurement/ Work Directive (PWD) or Form 2110), or short-of-award authority and additional documentation required by this regulation. PR Preparation procedures are provided below. All procurement requests, including the Statement of Work and attached forms must be digitized.  Form Flow Web is the application available for use to digitize the PR.

b. Procurement Initiator (PI) or Requisitioner is a functional element authorized to obtain contracting services directly from its assigned contracting office. The PI is responsible for submission of the PR. The PI is normally the sales order holder. The PI may use an Integrated Product Team (IPT) approach to prepare the PR. IPTs can be formally chartered and registered in our IPT database. It should be noted that chartered IPTs are amendable. Informal IPTs / working groups without charters are acceptable also.

 c. Integrated Product Team (IPT) is comprised of acquisition representatives across the functional areas (i.e. engineering, quality, safety, security, legal, logistics, procurement, etc.) formally chartered to prepare a PR and Solicitation. The IPT may be chartered to support a PR from cradle to death (delivery/contract close-out). IPT Tools are available in ProcNet.

d. Contracting Officer's Representative (COR) is a government employee (unless otherwise authorized in Agency Regulations) who has undergone COR training every 3-5 years, who is officially appointed by the Procuring Contracting Officer (PCO) to assist him/her on a contract with technical monitoring or administration matters which do not involve commitments or changes that effect price, quality, quantity, delivery or other terms or conditions of the contract.  CORs are usually required for contracts that necessitate retention of certain post-award contract management functions pursuant to FAR 42.3 and its supplements.  CORs are commonly appointed for research and development (R&D), service, and construction type contracts. Also, see the COR Handbook and the TACOM TPP that is posted in the TACOM ERC http://147.240.99.11/.

e. Procuring Contracting Officer (PCO) is a multi-functional acquisition business advisor with a warrant and the authority to award, administer and/or terminate contracts and make related determinations and findings.   

f. Grants Officer is a contracting officer with a warrant to award, administer, and/or terminate grants, cooperative agreements and other transactions. A grant is not a contract. 

g. Grants are defined as a legal instrument for transferring something of value to carry out a public purpose of support or stimulation authorized by a law of the US instead of acquiring (by purchase, lease or barter) property or services for the direct benefit or use of the US Government and substantial involvement is not expected between the agency and the recipient. The Defense Grant and Agreement Regulations (DoDGARs) provides uniform policies and procedures for grants and agreements awarded by DoD http://www.dtic.mil/whs/directives/corres/html/32106r.htm
h. Cooperative Agreements are defined as legal instruments for transferring something of value to carry out a public purpose of support or stimulation authorized by a law of the US instead of acquiring (by purchase, lease or barter) property or services for the direct benefit or use of the US Government and substantial involvement is expected between the agency and the recipient.

i. Other Transactions are contracts, other than a procurement contract, cooperative agreement or grant, whereby the Government purchases R&D or prototypes. Other transactions are outside the FAR and DFARS and certain procurement statutes and has associated with them certain reporting and other requirements (including a 1/3 cost sharing mandate for traditional defense contractors making a prototype pursuant to Section“845” of Public law 103.60 as amended…).

j.  Administrative Contracting Officer (ACO) possesses a warrant and has specific authority as outlined by the PCO for contract administration after award.   (See FAR/DFARS Part 42.)   The ACO is usually located near the contractor’s facility and may obtain support for the duration of the contract.

k. Monetary Thresholds: All monetary figures in this checklist are subject to change in accordance with the Regulations.  

l.  Market Research and Commerciality Determination: FAR Part 10 requires the PI or IPT to conduct market research for procurement actions over $100,000 to determine if commercial items/services will meet the requirements. The results are in a "Commerciality Determination" which is part of the PR. Be sure to complete the commerciality determination form available from the Form Flow Web found under the Procurement Request Tab and include it in the PR Package.  Examples of suggested methods of Market Research are as listed below.  These are suggested methods and Market Research should not be limited to just those listed below. Additional info on Market Research can be found in the TACOM TPP that is posted in the TACOM ERC at: http://147.240.99.11/.

1. Send email to S&E (ARDEC scientists and engineers).  Explain what you intend to buy.

2. Visit our library, Building 59, here on the Arsenal. The Information Research Center (IRC) has several databases that can be searched that are not available to engineers from their desks.  Some of the databases charge a fee.  IRC has printed material, not available for loan, but that can be examined there.  The library is available for engineers to research, so they can better understand their needs and provide information.

3. Visit the DTIC (Defense Tech Info Center) website at: http://www.dtic.mil/.  This database was built solely for the purpose of keeping track of everything (technical wise) that was bought with government funding.

m.   Invitation For Bid (IFB)  (FAR Part 14)  (excluding SAP) covers procedures for awarding to the low bid (as opposed to best value) without negotiations.  Sealed bidding is a method of contracting that employs competitive bids, public opening of the bids and awards.  IFBs must describe the requirements of the Government clearly, accurately and completely; unnecessarily restrictive specifications or requirements that might unduly limit the number of bidders are prohibited.  Firm fixed price contracts shall be utilized when the method of contracting is by sealed bid; however, in special instances when some flexibility is necessary and feasible, a fixed price with economic price adjustment contract may be used.  Award of a sealed bid requirement will be made only on the basis of price and other price-related factors and it is not necessary to conduct discussions with the responding bidders regarding their bids and there is a reasonable expectation of receiving more than one bid.

n.    Request For Proposal (RFP) (excluding SAP) Negotiation means contracting through the use of either competitive or sole source proposals and discussions.  Any contract awarded without using sealed bidding procedures is a negotiated contract.  Negotiation is a procedure that includes the receipt of proposals from offerors, permits bargaining, and usually affords offerors an opportunity to revise their offers before award of a contract.  Bargaining—in the sense of discussion. Persuasion, alteration of initial assumptions and positions, and give-and-take—may apply to price, schedule, technical requirements, type of contract, or other terms of a proposed contract. 

o. Oral Presentations by offerors, as requested by the Government, may substitute for, or augment, written information and can be an effective tool in streamlining the source selection process and granting evaluators the opportunity to receive information directly from key personnel of the offeror’s team who will actually perform under the contract.  Information pertaining to areas such as an offeror’s capability, past performance, work plans or approaches, available manpower, or sample tasks may be suitable for oral presentations.  When oral presentations are required, the solicitation shall provide offerors with sufficient information required to prepare them.  Oral presentations can be videotaped for record keeping purposes. See TACOM TPP that is posted in the TACOM ERC http://147.240.99.11/.

p. Alpha Contracting:  The Federal Acquisition Streaming Act of 1994 (FASA) authorized Government Acquisition Professionals to find creative solutions to reducing procurement cost and administration lead time within the Acquisition process.  Alpha Contracting is the preaward phase of the Integrated Process and Product Development in a Sole Source acquisition.  Representatives from appropriate functional disciplines, both Government and Industry partner and are empowered to reach early-negotiated agreements as part of an Integrated Product Team (IPT).  The IPT develops such elements as a scope of work, cost/price for the scope, and contract to execute the scope.  The Negotiation Memorandum is constructed, by utilizing information provided by the IPT, leading to a final documented agreement.  The team jointly develops the Request for Proposal (RFP), the level of effort, contract resources required, contractual instruments and the approach to post-award management. . See TACOM TPP posted in the TACOM ERC http://147.240.99.11/.

q. Delta Contracting: Uses Alpha Contracting techniques in a competitive best value environment.  Maximum industry involvement and frequent and open communication are encouraged to both define and solve problems.  The IPT evaluates each contractor’s proposal based on the Government’s requirements and the Source Selection Plan.  All IPT members must ensure that the same type and level of communication occurs with all offerors and that equal opportunity is provided to all parties.  All IPT members must also insure that information contained in an offeror’s proposal is not passed on to another offeror (technical transfusion).  

r. Statement of Objectives (SOO) provides a broader description than the Statement of Work.  The SOO describes the government’s overall objectives and what the government expects the contractor to provide in response to a solicitation.  Offerors use the SOO as a basis for the proposed statement of work.

s. Statement of Work (SOW) The portion of a contract that describes the actual work to be done by the contractor by means of (1) Specifications or other minimum requirements, (2) quantities, (3) performance dates, (4) time and place of performance of services, and (5) quality requirements.  This document serves as the basis for the contractor’s response.  The following website is the Department of Defense Handbook for Preparation of Statement of Work http://oamweb.osec.doc.gov/pbsc/library/DODhandbook.pdf
t. Procurement Network (ProcNet): Electronic Commerce home page on the World Wide Web used to release all solicitations to Industry. ProcNet also provides a compendium of Acquisition Tools (i.e. Market Research, FedBizopps Notices) and Reference Materials (DOD Directives and Acquisition Regulations). http://procnet.pica.army.mil/
u. Specification, Standard, Process Waiver: The solicitation waiver policy and procedures are rescinded. See attached memorandum from the RDECOM-ARDEC Standards Executive dated 7 April 04.
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Performance Specification Writing Tools: Below are three tools that you can use for guidance when writing a performance specification. 

  1) The Guidance for Spec Writers 
  2) TACOM-ARDEC QED local guidance templates Hot Tip 11 for DODISS specifications (MIL-PRF); and 

  3) TACOM-ARDEC QED local guidance template Hot Tip 12 for program unique specifications.

Note 1:  The DoD policy governing waivers and the waiver process is set forth in DoD 4120.24-M, paragraph C3.8.  This policy states that the following types of documents may be used without a waiver.  Additional documents may be exempted from the waiver process by the Army and the local Standards Executive, see notes below:

· Performance specifications (certified) 

· Guide specifications (as described in DoD 4120.24-M, Appendix 7), 

· Commercial item descriptions (CIDs), 

· Interface standards, 

· Standard practices, 

· Military handbooks, and 

· Non-Government standards. 

Note 2:  Click here to view a list of documents exempted from waiver process Army Wide:


http://www.amc.army.mil/amc/rda/milspec/armywidewaivers.html
Note 3:  Click here to view a list of documents exempted from the waiver process by the ARDEC Standards Executive:


http://qa.pica.army.mil/stdz
v. Marking Technical Data: All technical data, including performance specifications, need to be scrubbed to ensure appropriate distribution markings in accordance with DoDD 5230.24, Distribution Statements on Technical Documents. For more information, see SOP 10.2, Digitized Technical Data Packages (TDPs). All technical data is now digitized and furnished to contractors on Compact Disk. 

5. General. 
a. Approvals or Actions Preceding PR Preparation. The PI well in advance of the PR submission will initiate the following actions: 

(1) Advance Coordination. Contractual considerations will be included during project planning, beginning with the initiation of the budget process through contract execution. Contracting officers, contract specialists, legal counsel, and engineers will be included on the PEO, PM's or Integrated Product Team. (The servicing contracting office should be contacted for assignment of contracting personnel upon initiation of a project expected to involve contracting.) Any information that is provided to contractors via ProcNet, Advanced Planning Briefings for Industry (APBIs) or through direct correspondence, will be coordinated with those organizations involved in the procurement.

(2) Acquisition Strategy (AS). Advanced coordination with the servicing contracting office is required in the preparation of all ASs. 

(3) Acquisition Plans (APs). Preparation/approval is required prior to submission of certain PRs by FAR Parts 7 and 34 as implemented by the DOD FAR Supplement and AFARS. A draft AP will be coordinated with the contracting office as part of the Integrated Product Team process a copy of the approved AS document will be attached to the draft AP. Mobilization Base considerations will be incorporated early in the development cycles by PI's. This is normally done through coordination of APs with TACOM's Industrial Readiness Directorate. See TACOM TPP posted in the TACOM ERC http://147.240.99.11/.

(4) Exchanges with Industry Before Receipt of Proposals and Information:  Early industry involvement and openness are the cornerstones to enhance a cooperative relationship with industry.  Timely release of information to industry is essential to maximize the value of their inputs to the planning, requirements generation, and acquisition processes.  This involves engaging industry during the drafting of solicitations through meetings and contracting business opportunity sites on the World Wide Web (i.e. FedBizOpps) http://www.eps.gov/ or other means.  In competitive acquisitions, it is critical to balance the Government’s obligation to ensure fair treatment and opportunities for all offerors, while protecting contractor proprietary, proposal and source selection information.  

(5) Competition in Contracting Act (CICA) Requirement. Public Law 98-369 (CICA) defines, by statute, three contracting strategies: full and open competition (F&OC), source exclusion (SE) followed by F&OC, and other than full and open competition (OF&OC). Further, CICA makes F&OC a statutory requirement unless the proposed procurement action falls under one of seven statutory exceptions allowing for OF&OC (see FAR, DFARS, and AFARS 6.302) or involves the exclusion of "a particular source" followed by F&OC (see FAR, DFARS, and AFARS 6.202). 

(a) Other Than Full and Open Competition (OF&OC). When an action is predicated on an OF&OC contracting strategy, a written J&A document will be prepared and submitted through procurement channels to the appropriate approval official as prescribed in FAR 6.304. For a proposed contract exceeding $100,000 but not exceeding $500,000, the contracting officer’s certification that the justification is accurate and complete to the best of their knowledge will serve as approval. For PRs over $500,000, the approval level may range from the Competition Advocate to the Secretary of the Army, depending on the estimated dollar value. (The J&A is a self-contained document that presents the facts or evidence justifying use of the proposed exception to OF&OC.) For proposed J&As over $10,000,000, a copy of the approved/in-process AP, if required, will be enclosed. The J&A must be certified by both the requirements and technical elements at the PEO/ PM director or deputy level. The PI will furnish, as part of the PR, the technical facts or evidence supporting the J&A by completing AMSTA-AR Form 3063 (Justification & Approval – Facts/Evidence Supporting Other Than Full & Open (OF&OC) Competition) in Form Flow Web under the category “WordDocs”. For proposed actions over $100,000, AMSTA-AR Form 3063 should be coordinated in conjunction with the Integrated Product Team process and in advance of the PR to the PCO. Use of OF&OC exception 10 U.S.C. 2304(c)(7) as implemented by FAR 6.302-7, Public Interest, requires a determination and finding (D&F) signed by the Secretary of the Army (with the formal J&A as an enclosure to the D&F) and 30 days advance Congressional notification by the PCO before contract award. This exception, however, should rarely be used.   The PI prepares sole source justification using the format at FAR 6.303.2, modified to reflect an acquisition under the authority of the test program for commercial items (section 4202 of the Clinger-Cohen Act of 1996).

(b) Source Exclusion (SE). When an action is predicated on a SE contracting strategy, a draft D&F, prepared IAW DFARS 206.202(b) and AFARS 1.707 must be submitted to the PCO by the PI at least 90 days in advance of the PR. The PCO will prepare, staff, and submit the final D&F (pending AFARS/DFARS check) to the Office of the Assistant Secretary of the Army (Research, Development, and Acquisition) for approval. For those actions requiring an AP, a draft D&F will be submitted by the PI concurrently with the AP.   

(c) Market Surveys (MS) and Waivers (MSW). Pursuant to FAR 7.102 and 6.303-2(a)(8), a MS (defined as an attempt to ascertain other qualified sources capable of satisfying the Government's requirements) is required during the acquisition planning process. A MSW may be obtained for OF&OC actions having J&As when one of the exceptions given in FAR 5.202(a) applies, or for other legitimate reasons; e.g., security considerations, absence of a competitive TDP, etc. When applicable, the PI provides rationale for the MSW with the J&A and/or the PR Summary. The MS techniques include use of "R&D Sources Sought Notices" and other advance notices in the FedBizOpps (FBO), other pertinent publications (technical/scientific journals), use of draft solicitations, written or telephone inquiries, literature searches, etc. The specific market survey technique used and the results of the survey will be documented and included in the PR as part of the PR summary. The PI is responsible for conducting the market survey; coordination with the appropriate contracting office is required. The adequacy of the MS technique used is a PCO's decision.  See TPP entitled “Market Research in the TACOM ERC”. Market Investigations (MI), are designed to ascertain marketplace technologies and products for a "specific" Army need. Because the identification of sources is a by-product of the MI, the MI may be used to satisfy the market survey requirements if the PCO deems the MI technique used to be adequate. 

d. Industrial Mobilization Base Restrictions. See FAR 6.302-3. Industrial Mobilization is when your PR is to maintain a facility, producer, manufacturer, or other supplier available for furnishing supplies or services in case of a national emergency or to achieve industrial mobilization. 
· R&D PRs. If the PR involves development of a system or item that is a potential IPPL candidate (see AR 700-90), the PR summary will be so annotated to ensure all potential developers/sources, especially foreign sources, are advised in the solicitation that production contracts will minimally require restriction to U.S. and Canadian sources. APs for development actions will be coordinated with TACOM's Industrial Readiness Directorate. 

· Production PRs. If the PR involves production (including low rate initial production (LRIP) and limited production (LP), the PI will coordinate the requirement with the Industrial Readiness Directorate (HQ TACOM) to ascertain if the item/service is on the current IPPL, a replacement item for an item already on the IPPL, or a new IPPL candidate. The PI will submit a written request, with a copy of the PR summary attached, to TACOM's Industrial Readiness Directorate for their coordination of the Industrial Base Analysis (IBA). The resultant IBA will be included in the PR to provide the data necessary to support a J&A written under an appropriate FAR 6.302-3, Industrial Mobilization application subparagraph. 

e. Qualification Requirements. If competition is being limited to pre-qualified products, the PI will comply with FAR Subpart 9.2, which implements 10 U.S.C. 2319, Qualification Requirements. 

a. TACOM Qualified Supplier List (QSL)

To impose pre-award qualification requirements for the TACOM QSL, the PI should refer to the TACOM Procurement Procedures (TPP) QSL, Chapter 9, http://147.240.99.11/ located on the Electronic Resource Center (ERC) Homepage under Internal Guidance-TACOM.  The PI should also refer to the TACOM QSL Website http://contracting.tacom.army.mil/qsl/qsl.htm to obtain additional information regarding the utilization and administration of the TACOM QSL Program.  In addition, TACOM Non-Standard Clause 52.209-4500 will be tailored for local use and activated for inclusion into FARA upon implementation of TACOM-ARDEC QSL items.  Further, if the requirements given in FAR 9.202 and 9.204 are complied with, a J&A is not required to restrict the solicitation/contract to QSL Suppliers.

f. Service Wage Rates. Any Government contract or subcontract to furnish services over $2,500 within the US, except those exempted, are covered by the Service Contract Act (SA) of 1965, as amended (FAR Subpart 22.10).  Contracts covered by the Act, shall include the appropriate SCA clause(s) and Department of Labor (DOL) wage determination for the locality at which the work is performed.  Wage determination labor rates may be subject to adjustment each time a contract with an option is renewed. 

The PI shall provide the following data, via email, to the Industrial Labor Relations Officer (ILRO) 60 days prior to submission of the PR:  estimated solicitation date, close date and performance commencement date; place of performance, if service is presently being performed by the Government or a contractor; if performed by a contractor, the name of the incumbent and the wage determination number in the incumbent’s contract and all labor classifications to be utilized on the contract.  Immediately upon receipt of the data from the PI, the ILRO shall submit a Notice of Intention to make a Service Contract and Response to Notice (SF 98 and 98a) to the DOL

g.  Information Systems (IS), Software and Services.  IT purchase procedures as outlined at:

https://w3.pica.army.mil/crfs/polregsstds/
h. Design-To-Cost (DTC)

Establishes Life Cycle Cost as a design parameter.  DTC requires the establishment of realistic and aggressive cost objectives early and strives to incorporate these goals into the system design.  DTC activity focuses on identifying system cost drivers, potential risk areas, and cost/schedule/performance tradeoffs during each acquisition phase and at each milestone decision point. Corrective actions taken as necessary to keep costs within an acceptable range.  DTC is a term of the old DoD 5000 series.  This term has been superseded by the terms Life Cycle Cost and Cost as an Independent Variable.

i. Life Cycle Cost

The total cost to the Government of development, production, operating, maintaining, supporting and (if applicable) disposing defense systems.  The two primary areas of life cycle cost activities are Life Cycle Cost Estimating (total development, production and ownership costs) and Life Cycle Cost Management (managing a product throughout its life cycle). This includes consideration of current and future costs and the effects of changes/mods).  Procuring agencies are expected to consider the life-cycle cost of a product/system in the acquisition planning process.

j. Cost as an Independent Variable (CAIV)

CAIV entails setting aggressive, yet realistic cost objectives when defining operational requirements and acquiring defense systems and managing achievement of these objectives throughout a system's life cycle.  Cost objectives must balance mission needs with projected out-year resources, while considering existing technology, maturation of new technologies and anticipated process improvements in both DoD and industry. System performance and cost objectives, capabilities stated at the system level, are decided (on the basis of cost-performance trade-offs). Early and continuous customer/war fighter participation in setting and adjusting program goals throughout the program is imperative. 

k. Broad Agency Announcement (BAA) is a competitive solicitation technique used only for scientific study and experimentation requirements directed toward advancing the state-of-the-art or increasing knowledge/understanding rather than focusing on specific system/hardware solutions.  BAAs are used for life cycle phases 6.1, 6.2 and 6.3A.  BAAs are not to be used for 6.3B and 6.4 life cycle phases.

The BAA technique shall be used only when meaningful proposals with varying technical/scientific approaches can be reasonably anticipated.  Unlike conventional solicitations, BAAs do not contain a Statement of Work (SOW), but rather solicit SOWs from offerors.

In choosing the BAA Format, the medium for a BAA can either be a FedBizOpps announcement (short form) or an RFQ/RFP (long form).  Under the short form, the FedBizOpps announcement serves as the market survey, solicitation notice and the actual solicitation.  The short form should be used when several scientific/experimental areas are involved.  Under the long form, the hard copy of an RFQ/RFP is issued after publicizing the FedBizOpps solicitation notice.  The long form is better suited for multiple areas of investigation.

The Contracting Officer (PCO) shall issue BAAs.  The Procurement Initiator (PI) who desires to use the BAA technique shall submit a written request to the PCO containing the following:

( A description of the research area of interest

( A description of the criteria for selecting the proposals, their relative importance, and the method of evaluation.

( Proposal preparation instructions and closing dates.

( Type and amount of RDTE funding available or planned.

( Identification of the point of contact in the PI organization.

The PCO must coordinate the BAA solicitation with the legal counsel prior to issuance and the determination made that the BAA is the appropriate solicitation instrument for the proposed effort must be subject to Legal Review.

See Paragraph (y), BAA Proposal Documentation for further information. 

l. Cycle Time will be reviewed by the PCO/Contract Specialist with the PI at the time of complete procurement package receipt and/or any other significant milestone. 
6. Responsibilities.
a. Procurement Initiator (PI) and/or IPT is responsible for drafting the PR, coordinating the draft with the organizations listed below, finalizing the PR based on their input, and submitting it to the contracting office. The PI is also responsible for assisting the contracting office as required, with technical input required during the pre-award and post-award process. This assistance may include providing additional documentation and information as required by the PCO, performing technical evaluation of proposals, participating in negotiations, participating in debriefings, and providing a COR. The PI's responsibilities are normally discharged by the PCO or other designated individual, such as the Team Leader, for projects assigned to a team.  Each one of the functional elements on the DD374 (Concurrence Sheet for Procurement Requests) should review, provide input and concur on the DD374 before the package is forwarded to the Acquisition Center/PC3.  

b. Chief Counsel for Research and Development (AMSTA-AR-GC) will render assistance, when requested by the PI, regarding all legal aspects or concerns which may arise during the preparation of a PR.

c.        Quality Engineering Directorate (AMSTA-AR-QA)  will review/input to all PRs   (including initial tasks under task order contracts and all subsequently assigned tasks/delivery orders) in order to:

1) Ensure reliability, maintainability, and system safety requirements have been considered for systems and components, and that the statement of work (SOW) or technical data package (TDP) contains the necessary quality assurance requirements. 

2) Prepare and include in PR: 

· AMSTA-AR Form 367 (Contract Clause Selection Worksheet) for all PRs. For task order contracts, this form is required for initial task and delivery orders. (Note: The form is not required in subsequent task or delivery orders unless the requirements of the subsequent task require QA clauses that were not cited in the original contract.) 

· AMSTA-AR Form 3068 (Quality Engineering Directorate Checklist)  

3) When Contracting for Commercial Items, AMSTA-AR-QA is not required to review/input in PRs for off-the-shelf ADP, visual arts equipment, maintenance, or furniture contracts. For all other PRs, the Requisitioner shall contact AMSTA-AR-QAW-P for determination of whether a quality assurance review is necessary.

d. Public Safety and Environmental Affairs  (Hqtrs) (AMSTA-AR-PS) will review/input to all PRs to ensure requirements of governing safety regulations have been complied with and that any necessary hazard components safety data statements, hazard classifications, system safety requirements, material safety data sheets, chemical safety provisions and data items, and any special safety provisions, statements, and clauses have been included in the PR. 

1) Procurement of computer hardware, software or related processing equipment does not require the concurrence of the safety component.   When Contracting for Commercial Items, AMSTA-AR-PS is not required to review/input in PRs for off-the-shelf ADP software, administrative/office supplies, and visual arts equipment. For all other PRs, AMSTA-AR-PS must review and approve. 

2) Safety Division (AMSTA-AR-PSS) will review/input to all PRs which involve the acquisition of ammunition or otherwise involves energetic material and will provide input for storage compatibility considerations, availability from in-house stocks, and warehouse space availability. 

e. Security Division (AMSTA-AR-PSI) will review/input to all non-commercial item/service PRs to ensure: 

· All applicable security requirements have been considered and identified. 

· Their concurrence is on the DD Form 254 (Contract Security Classification Specification) and that a Foreign Disclosure Review has been accomplished by the PI. (No synopsis of the requirement in the Federal Business Opportunities (FedBizOpps) for market survey or solicitation announcement purposes may take place before this review. 

· Compliance with all security requirements; e.g., operations security (OPSEC); signal security; information security; security of arms, ammunition, and explosives; secure environment contracting; and ADP security. 

· Written guidance is furnished on physical security categories when arms, ammunition, and explosive items are to be furnished, produced, or shipped.  (See DOD 4500.9-R)

·  When Contracting for Commercial Items, AMSTA-AR-PSI is not required to review/input in PRs as long as the item(s) are not classified or subject to any classification specification, or involves Sensitive Arms, Ammunition and Explosives, and is subject to security risk categorization. 

f. Corporate Information Technology Directorate (AMSTA-AR-CI) will advise the PI in preparation and submission of Information Systems (IS) approvals. These approvals must be obtained prior to submission of the PR to the contracting office. The Director Of Information Management (DOIM) will: 

· Determine applicability of AR 25-1 to the PR, including: (a) providing evidence of each Requirement Statement (RS) initiative made, (the RS number for the initiative). The PI shall match the initiatives with each specific request. (b) Review and concur/non-concur in lease-versus-purchase analysis submitted by the PI. 

· Process in a timely manner requests for IS approval generated by the PI. Manage the RS cycle in a manner consistent with guidance from the appropriate higher headquarters. 

· Review and certify information mission area (IMA) assets.  

· Review Agency Procurement Requests (APRs) applying for Delegations of Procurement Authority (DPAs) and concur/non-concur, as appropriate, in Warner Amendment exemptions. 

g. Directorate for Business Operations (AMSTA-AR-DB) will: 

· Provide written short-of-award authority (by memorandum) for all appropriations, when requested by the PI. 

· Serve as the action officer on any waiver requests to AR 70-6, incremental funding principles going forward to DA. 

· Furnish advice and guidance to all site elements concerning incremental funding. 

h. Program Support Division, Advanced Systems Concepts Office (AMSTA-AR-ASP will: 

· Furnish guidance to all site elements concerning in-house value engineering proposals (VEPs).

· Furnish guidance to all site elements concerning value engineering change proposals (VECP).

· Furnish guidance to all site elements concerning producibility.

i. Cost Analysis Office, Directorate for Business Operations (AMSTA-AR-DB) will: 

· Review, input to, and validate all Independent Government Estimates (IGEs) over $100,000, prepared on AMSTA-AR Form 407-R (Detailed Cost Estimate) or in a suitable format.  The Cost Analysis Office upon request will review all IGEs, regardless of amount. See website below: 

 https://w4.pica.army.mil/costanalysis/
· PRs need not be reviewed by the Cost Analysis Branch for new equipment and/or equipment maintenance provided the estimates are derived from and supported by commercial catalog prices and/or labor costs are not associated with the procurement. 

j. Contracted Advisory and Assistance Service (CAAS/AR 5-14) Coordinator, Advance Systems Concepts Office,  (AMSTA-AR-AST) 

Contracted Advisory and Assistance Services (CAAS) Determination.  (See Form Flow.).  All PRs involving services, R&D, ADPE, production and individual task/delivery orders (excluding construction) will be processed through the CAAS Coordinator (AMSTA-AR-AST, ASCO) for a determination statement of applicability of  Contracted Advisory & Assistance Services to the PR. 

k. The Technical and Industrial Liaison Office, the Unsolicited Research Proposal Coordinator, Advance Systems Concepts Office, Directorate For Business Operations (AMSTA-AR-DBS) will coordinate and validate all unsolicited research proposals and provide a final technical recommendation (by memorandum) IAW FAR 15.604 through ARDEC liaison officer. 

l. Packaging Division, Warheads, Energetics & Combat Support Armaments Center (AMSTA-AR-WEP)  will provide packaging input (guidance and clauses) on AMSTA-AR Form 377 (Preservation, Packaging, and Packing).  

m. Quality Engineering Directorate (QED)(AMSTA-AR-QA) will: 

· Input to and concur in all PRs pertaining to design and drafting including incorporation of all engineering changes onto original engineering documents. 

· Input to and concur, as appropriate, in PRs regarding the application of the DOD Parts Control Program, as required by AR 700-60. 
· Provide SOW language when Ammo Cards are required.

n. Armament Software Engineering Center, Fire Control & Software Engineering Division, Fire Support Armaments Center (AMSTA-AR-FSF-H) http://ww4.pica.army.mil/FSACPublic/ will review, provide input, and concur in all SOWs involving battlefield automated systems and integrated software to ensure compliance with computer resource management policy.

o. Industrial Hygienist, Health Clinic will furnish input on known or suspect carcinogens which have been included in the required materials of a procurement. 

p. Transportation Component, Directorate of Logistics (AMSTA-AR-DLT). The PI will furnish a completed AMSTA-AR Form 377 and safety office input, as part of the PR, to AMSTA-AR-DLT. AMSTA-AR-DLT will identify and include appropriate transportation provisions/clauses and requirements in the PR by completing DD Form 1653 (Transportation Data for Solicitations) for both a negotiated and sealed bid solicitation. 

q. Explosive Ordnance Disposal Division, Fire Support Armaments Directorate, (AMSTA-AR-FSX, email:  amsta-ar-fsx@army.pica.mil ) will review and provide input on all PRs involving  the following categories of acquisition:


( All RDTE 6.2, 6.3, 6.4 funded Technology Development/Demonstrations involving the development of explosive ordnance, munitions, safe and arming devices, fuzing, and systems with explosive-actuated devices.


( All RDTE and non-RDTE funded full-scale system development and demonstration (SDD) programs for explosive ordnance, munitions, smart munitions, safe and arming devices, fuzing, and systems employing the use of explosive-actuated devices.


( All procurement funded product improvement projects (PIP) for explosive ordnance, munitions, smart munitions, safe and arming devices, fuzing, and systems employing the use of explosive-actuated devices.


( All procurement of Ammunition, Army (PAA) funded munitions procurement requests.

r. Logistics Support Engineering Division, Warhead, Energetics & Combat Support Armaments Center (WECAC), (AMSTA-AR-WEL) will provide input and concur in all system/item development and production PRs, including non-developmental items (NDIs), to ensure integrated logistic support and manpower and personnel integration (MANPRINT) requirements are appropriately included in the PR.  Integrated logistics support includes:  system maintenance, equipment technical manuals, new equipment training, provisioning, and demilitarization/disposal.

s. Environmental Affairs Office, Public Safety & Environmental Directorate (AMSTA-AR-PSE): 

1) Environmental Division (AMSTA-AR-PSE) will review all PRs and provide appropriate environmental documentation guidance for solicitation provisions, contract clauses, and data item descriptions (DIDs) involving the acquisition of services on and for Picatinny Arsenal property where hazardous materials are used, hazardous waste is generated, soil is disturbed, and there are emissions to the air and/or water. This does not constitute authorization for or approval to author or use local clauses/provisions without appropriate higher headquarters approval. 

2) Armament Systems Process Division, WECAC, (AMSTA-AR-WEA) will review all Procurement Requests (PR) and provide appropriate environment documentation guidance for solicitation provision, contract clauses, and Data Item Description (DID) involving the acquisition of services or products related to activities conducted in support of off-Arsenal, mission-oriented projects. This does not constitute authorization for or approval to author or use local clauses/provisions without appropriate higher headquarters approval.

3) When contracting for commercial items, AMSTA-AR-PSE is not required to review/input in PRs as long as there are no requirements in the procurement that would require a contractor to provide environmental information according to the National Environment Policy Act.

t. TACOM-ARDEC Acquisition Center (AMSTA-AQ-AP)  / PC3 will take appropriate procurement action on the PR IAW acquisition/procurement regulations and implementing instructions pertaining thereto.  When changes to a proposed acquisition strategy are necessary, the PCO will coordinate any changes with the requisitioner, including challenges to the Commerciality Determination.

u. Industrial Readiness Directorate (TACOM-Warren). When Army industrial preparedness program requirements apply to the proposed effort, the PI will coordinate the Industrial Base Analysis with TACOM's Industrial Readiness Directorate. The PI is responsible for coordinating the requirement with TACOM in the development phase to ensure industrial readiness considerations early in the R&D phase. 

v. Human Research & Engineering Office (AMSRL-HR-MG). The procurement initiator will provide this office (Bldg 333) with a copy of the Statement of Work to be reviewed along with a completed AMSTA-AR Form 373-E, Human Factors Engineering Checklist form in order to determine whether human factors are involved in the procurement. This serves as a determination to make sure there is proper protection for the “user/ soldier”. (i.e. the use of gloves when utilizing chemicals).

7. Procedures. 

a. Submission of PRs. All procurement packages to include the Statement of Work/ Statement of Objective and all attached forms must be electronically submitted to the designated Group Manager or PCO/Contract Specialist.  Specific questions concerning a specific PR should be referred to the assigned contracting officer/contract specialist.   Form flow web application is available to electronically submit the PR.  The PI will be notified immediately of any deficiencies, if they exist.

Cut-Off Dates for Submission of PRs.  AFAR 5107.104 (c) states that Acquisition lead-times should allow sufficient time for development of acquisition strategy, preparation of solicitations (including any necessary coordination with requiring and technical elements). Receipt and evaluation of bids or proposals, audits, negotiation, boards or business clearance reviews, source selection and preparation of contractual documents in an orderly and timely manner.  AFARS 5107.104 (d) states that HCAs should establish due dates for submission of procurement requests requiring action by the end of the fiscal year to the contracting office.  Exceptions to established due dates must be minimized and require authorization at a level not lower than the chief of the contracting office.  

To facilitate timely planning by the Acquisition Center guidance regarding the requirements for submission of procurement requests by due dates will be provided during the acquisition planning process with each customer.  Any required authorizations regarding exceptions to due dates for procurement requests from the Chief of the Contracting Office or higher, will be obtained by the Product/Program IPT. 

Sole source acquisition will be in accordance with AFARS 5107.104(e)  

b.  Integrated Product Teams (IPTs). IPTs are multi-functional teams that include but are not limited to engineering, procurement and legal representatives.   .

· For new work actions over $100,000, (excluding Small Purchases), the PI may provide, prior to PR preparation, a draft SOW to the Acquisition Center Group Manager already assigned to his organization. The PI must advise the AC of the estimated dollar value and period of performance associated with the SOW. The appropriate AC Group Manager will determine what level of support is available based on assets, and assign someone accordingly to assist the PI in developing the details of the acquisition/contracting plan by completing the EXECUTIVE SUMMARY – PRESOLICITATION PLANNING checklist (see PC3 Intranet/Reference) to work from in preparing the PR.

· The PI may, with the concurrence of the AC, establish and use a formally chartered IPT to prepare and staff the PR package. The PI will draft the IPT Charter for PCO concurrence. Assigned procurement personnel will be responsible for completing the EXECUTIVE SUMMARY – PRESOLICITATION PLANNING checklist (see PC3 Intranet/Reference) and assisting in the completion of any other procurement specific documents (e.g., J&A, AP) contained in the PR.

· Information on IPTs and charter preparation can be found in the DoD IPT Handbook at:

http://center.dau.mil/topical%5Fsessions%5Ftemplates/ippd%5Fand%5Fipt/reference%5Fmaterials/dod%20ippd%20handbook.doc
Section 3.4.1 has information on IPT charter preparation.

c. PR Preparation. The PI is responsible for submitting a complete PR. Prior to PR submission; the PI will coordinate the draft PR with the applicable and required organizations. The PR shall be approved by a PI official at a level no lower than division chief. Approval will be accomplished by signature on AMSTA-AR FL 1 (Transmittal of Procurement Request Supporting Data), which is available in Form Flow. Where functional regulations (other than FAR, DFARS, AFARS, and ARs in the 715 series) require inclusion of various clauses into the solicitation or contract, or require approval or documentation to be included in the contract file, the PR will include such information or documentation. A PR consists of: 

· PWD (AMC Form 1095) or a certified memorandum for short-of-award authority or 2110, approved by the Comptroller or designee. 

· AMSTA-AR FL 1, and all the attached supporting documents, which should be submitted concurrently with the PWD to the contracting office. 

d. Short-of-Award Authority. PRs for high priority requirements and RDTE incrementally funded contracts may be submitted prior to availability of funds when the PR initiating and approving authorities determine and certify that there is a high probability that the requirement will not be canceled. In such circumstances, in lieu of providing a PWD, the PI shall submit a memorandum, subject: "short-of-award", signed by the PI and the PR approving authority, to the Comptroller or designee for approval. (In order to serve as a "designee" of the Comptroller, authorized to provide "short-of-award" approval, an individual must possess a written delegation of the authority granted by AFARS 5101.602-2(a) from the appropriate Comptroller). The approved "short-of-award" memorandum will be included in the PR. Pursuant to AFARS 5101.602.2; the memorandum will contain the following: 

· A statement substantiating that the PR is for a high priority requirement or that the contract will be funded incrementally by RDTE funds. 

· A determination that there is a high probability that the PR will not be canceled. 

· A statement, as shown below, signed by the Comptroller or designee:

This requirement is included or provided for in the financial plan for FY___. The accounting classification will be _______________________________. This statement is not a commitment of funds. 
__________________________________
Comptroller/Designee Signature and Date
Each fiscal year for which incremental funds are programmed for the proposed contract will be identified in the above statement. If planned funds are not sufficient for contract accomplishment through all out-years, HCA approval is required. Also, in order to sign the above statement, the designee must have a written DOA, referencing AFARS 5101.602-2 (A).  (See sample in Appendix attached at end of this regulation.) 

e. AMSTA-AR Form 374 (Concurrence Sheet for Procurement Request). (See Form Flow.) This form serves, as the official concurrence document for the organizations contributing to the PR. Concurrences need be obtained only from those organizations who review and input was required during PR preparation. Coordination with contributing organizations is made at the working levels prior to PR finalization in order to obtain the necessary review and input for the PR. This form will be included as an enclosure to the PR before submission to the contracting office. Coordination must be obtained from the Safety Office (except PRs for computer hardware, software or related processing equipment), Transportation component, Security Office, and the Environmental Directorate.  Each organization providing input to PRs under this regulation shall establish the concurring official on the AMSTA-AR Form 374. A copy of AMSTA-AR Form 374 will be retained by the PI as evidence of receipt of the necessary concurrences.  

f. PR Summary Information. In all cases, a presentation entitled "PR Summary Information", containing the information required below, will be submitted with the PR. The PI will sign and date this document and provide his/her office symbol and telephone extension. 

1) Cite funding authorization appropriation (RDTE, Procurement of Ammunition PAA, Army Working Capital Fund (AWCF), Operation and Maintenance, Army (OMA), etc.). 

2) Contract program (project or end item) identification, as follows: 

· For PAA and AWCF funded efforts, cite the end item nomenclature and NSNs if one has been assigned. 

· For RDTE funded efforts; e.g., manufacturing methods and technologies (MM&Ts), facilities, NDIs, or materiel changes (MCs) [MCs includes preplanned product improvements (PPIs) and materiel change management (MCM)], cite the DA project number and title. 

· For OMA funded efforts; e.g., maintenance of military supply items, cite the military supply item. 

3) Reference any enclosed IGE information and supporting data (required by ARDEC CG's Policy Statement 70-10).

 https://cs9.pica.army.mil/ops/docs/pica/70-10.doc
4) Recommend the type of contract; i.e., pricing arrangement, deemed appropriate, supported by an analysis of the type, extent and degree of contractor cost, schedule and performance risk anticipated (see FAR Part 16). If a cost plus fixed fee arrangement is recommended, state whether the SOW is suitable for a completion or term form of contract (see FAR 16.306(d). 

5) Give a brief, technically adequate, summary description of the supplies and or services to be procured for advance publication in the FedBizOpps.  The summary must be in sufficient detail to enable prospective offerors to determine whether they are willing to and capable of performing the effort (see FAR Part 5). 

6) Include a summary listing and required schedule of all service and supplies to be delivered under the contract, including prototype equipment, spare parts, test equipment, field engineering services, etc. DD Form 1423 (Contract Data Requirement List) items need not be listed in this summary. 

7) List all items or services; e.g., Government furnished material (GFM) or Government furnished equipment/property (GFP), including facilities, to be supplied by the Government for performance of the effort. The list will include the quantity, estimated value, delivery schedule, and if applicable, the approval documents required by AFARS 5145.3; otherwise, state that no GFM or GFP is required or will be furnished under the proposed effort. 

8) List prior procurements, by contract number, which significantly relate to the proposed effort, and state if this is a continuation of work initiated under a prior contract; give the prior contract number. 

9) If the PR is for production, state if the procurement is severable into two or more economic production runs or reasonable lots; give the minimum economic production run size; and discuss basis for the determination.

10) If the proposed contract/procurement action will require the appointment of a Contracting Officer Representative  (COR), provide the candidate's name, office symbol, extension, and qualifications statement (certified by the candidate's division chief). (An alternate COR may also be designated to serve in the absence of the COR.) The qualifications statement shall include a copy of the COR course completion certificate, as evidence that the candidate has successfully completed the required COR training.  For further information on COR appointment and training please read the TACOM Procurement Procedure on this topic at the following website: 

 https://aais.ria.army.mil/aais3/acquisition /tpp/COR_training.htm.

 11) Include a statement of priority or other special characteristics of the program.

 12) For programs where FAR Parts 7 or 34 and implementing directives require preparation and approval of an AP, state the program designation and status of the AP (see AR 70-1).

13) Reference and attach any applicable, approved documents, (i.e., to include an Acquisition Plan, Justification and Approval, any determinations and findings, Delegations of Authority, pre-award qualification requirements, Contract Advisory Assistant Services, Management Decision Documents, 806 approval, commerciality determination, and market research findings etc. 

14) When traceability of the contract work breakdown structure (CWBS) to the SOW is required (per MIL-HDBK-881 and local directives), but not included, an exclusion rationale must be provided. 

15) Identify any other information or documents that the PI deems salient to the procurement. 

16) If this is a "design effort"; e.g., RDTE funded system/item development efforts (excluding RDTE funded basic and exploratory development), NDIs, and product improvement programs, provide the following: 

a) The following requirements should be part of the SOW and if not, state rationale for omission on the PR Summary

· Performance Specifications 

· Integrated logistics support (maintainability engineering, maintenance requirements, and transportability). 

· MANPRINT. 

· Configuration management and TDP requirements (engineering drawings, specifications). 

· Safety engineering. 

· Explosive ordnance disposal procedures. 

· Reliability engineering. 

· Design reviews. 

· Corrosion prevention and control. 

· Design to cost. 

· Life cycle costs. 

· Test and evaluation. 

· Environmental protection. 

· Standardization and interoperability. 

· DOD Parts Control Program. 

· CWBS. 

· Software. 

· Design for discard. 

· Producibility engineering and planning. 

· Computer aided acquisition and logistics support (CALS). 

· Statistical process controls (SPC). 

· Government furnished property/facilities. 

b) Indicate if the development or resultant production effort qualifies as a Major Defense Acquisition Program and the type; i.e., Defense Acquisition Board (DAB) Program or a Component Program) Indicate the estimated dollar value of all the procurement costs over the entire development phase and the entire production phase as shown in the AP and/or AS.

17) If this is a "military supply" effort, the following information will be furnished for military supplies (including their components, assemblies, and initial production facilities) funded by PA or ASF: 

· Indicate type classification designation (see AR 70-1). For LP type classification procurements submit the HCA approval (see AR 70-1). 

· For foreign military sales (FMS) procurements, indicate the special markings, applicable FMS country, and case identifier.

18) AMSTA-AR-DL Transportation to review all Procurement requests involving transportation to include but not limited to the SOW.

19) For development and production efforts (low rate initial production, limited production, and full production), indicate the results of coordination with TACOM's Industrial Readiness Directorate. If the item/system is either on the IPPL, a replacement item for an item already on the IPPL, or a new IPPL item, enclose the industrial base analysis coordinated with TACOM. For development acquisitions, indicate whether the AP has been coordinated with TACOM's Industrial Readiness Directorate, or rationale for not doing so. 

20) On-Site Contracts. Indicate if the procurement requires the Government to furnish the contractor workspace, utilities, or equipment on the Government installation. The PI must coordinate and obtain prior approval from the cognizant installation support activity, AMSTA-AR-CO. The AMSTA-AR-CO approval must accompany the PR. 

21) If the PR results from a proposal submitted under a BAA, indicate the BAA solicitation number and topic in the PR summary information and include the information set forth previously in this regulation.  

 23) Environmental Documentation. Indicate and attach any necessary environmental solicitation provisions, contract clauses, or DIDs..   Must include a completed and signed AMSTA-AR Form 5002, Affirmative Procurement (this form is found in Form Flow)  in all procurement packages.

f. AMSTA-AR Form 375 (Procurement Request Supplementary Information Checklist). (See Form Flow.) There are various provisions, clauses, and procedures which are used by the contracting offices when certain technical or program considerations apply to a procurement.  The PI shall circle all special circumstances that apply to a PR on this form and furnish any additional approvals or documentation indicated. 

g. AMSTA-AR Form 367 (Contract Clause Selection Worksheet). (See Form Flow.) The quality assurance component reviews the SOW and/or Technical Data Package and completes the AMSTA-AR Form 367 to ensure contracting offices apply the necessary standard contractual quality assurance provisions and clauses. QA retains one copy of the document and returns one copy to the PI for inclusion in the PR. It is not required for service maintenance PRs.  

h.  Description/Specifications. 

1) General Rules. The supplies or services to be procured will be described in sufficient detail and exactness to serve as the following: 

· A standard for industry to submit offers/quotations and prices. 

· A basis for evaluators to assess reasonableness and responsiveness of offers/quotations. 

· A performance specification for the contract. 

2) The acceptance standard for the work to be performed under contract. If the procurement is described by a performance specification, TDP list (TDPL), drawing, or preliminary military/federal specification or standards, cite the applicable numbers, title, and date of such documents. Sufficient sets of such documents digitized on Compact Disk will be provided for the number of firms to be solicited, plus one additional set for retention by the contracting office. The assigned contract specialist will advise the PI of the number of copies needed. A SOW for use in any life cycle phase of materiel acquisition will be provided to the contracting activity IAW MIL-HDBK-245D.  If specifications, TDPL, drawings, or preliminary military specifications are applied to the SOW, they should be listed in the appropriate portions of the SOW. 

3) Brand Name or Equal Purchase Descriptions. The PRs specifying "brand name or equal" will set forth those salient physical, functional, and other characteristics of the brand name products which are essential to the minimum needs of the Government. If brand name or equal is used, the SOW or purchase description will not be written so as to specify a particular feature or features of a product peculiar to one manufacturer, thereby precluding consideration of a product manufactured by another manufacturer, without an approved J&A. All known brand names that will satisfy the Government's requirements must be identified to the PCO by the PI

4) Work Breakdown Structure (WBS). WBS concepts will be applied to PRs by the PI IAW MIL -HDBK-881. 

5) Tailoring of Specifications/Standards. The PRs in which specifications or standards have been applied IAW AR 700-70, will be accompanied by a document summary list identifying where all documents apply, stating which are tailored and where the tailoring is to be found. 

i. Independent Government Estimates (IGEs). IGEs are required on actions over $25,000 including delivery orders/task orders) are used to help the PCO determine fair and reasonable prices, and to determine if certain regulatory requirements based on estimated dollar value apply. Guidance on the preparation of IGEs is as follows:

1) If price is expected to be based on cost analysis and negotiations, an IGE must be signed by the preparer, validated, and submitted with the PR. IGEs are not required for unsolicited research proposals, Small Business Innovative Research Program, and BAAs. However, an independent evaluation of the offeror's cost proposal will be performed.

2) For procurement actions estimated under $100,000 an IGE may be submitted without the detailed cost estimate supporting documentation. However, the backup information will be made available if required by the PCO.

3) An IGE will be consistent with the SOW/WBS for comparison with contractor proposals. 

4) The IGEs for competitive procurements shall be based upon average contractor rates, unless the preparer believes other rates are more appropriate. If other rates are used, justification for their use shall be provided with the IGE. IGEs for sole source procurements should be based on the sole source's labor rates, if available from Picatinny Center for Contracting and Commerce, otherwise, average contractor rates shall be used. 

5) For planned level-of-effort contracts, the IGE will be supplemented by the estimated level-of-effort in man-hours broken out by category of labor. 

6) All IGEs over $100,000 will be validated by the AMSTA-AR-RM. 

7) The person who prepares the IGE will certify to the PCO that these estimates were independently arrived at and were not obtained, by any means formal or informal, in whole or in part, from a contractor or a potential contractor except in the case of a valid unsolicited proposal (see AMSTA-AR-CG Policy Statement 70-10). 

8) Unless the information therein requires a security classification, IGEs will be marked: 

FOR OFFICIAL USE ONLY
Above Designation Expires upon Contract Award
9) The IGE shall also contain a statement by the preparing official as to the basis used in its compilation and a statement regarding the extent of its reliability.  

j. Document Summary List (DSL) For Applied Documents.
1) AR 700-70 requires that specifications, standards, and related documents in solicitations which require delivery of data be listed on the DSL. These applied documents are required to be tailored whenever possible. (Tailoring is the process by which individual requirements (sections, paragraphs, or sentences), of the documents are evaluated to determine the extent to which each requirement is most suitable for a specific acquisition, and the modification of these requirements, when necessary, to ensure that each tailored document invoked states only the minimum needs of the Government.) AR 700-70 also requires that all first tier non-product specifications, standards, and related documents (tailored and untailored) cited in a solicitation package, as well as those lower tiered documents that have been tailored, be separately identified in a DSL. In addition, all product documents (as illustrated in DODD 5010.12), which require the contractor to deliver data, will also be listed on the DSL, along with the associated DIDs. A category is shown for each document listed in the DSL. The policy for integrating DIDs into the DSL is illustrated in AR 700-70. (Essentially, related DIDs are listed in the same block of entries under their related source document(s)). . 

k. DD Form 1423 (Contract Data Requirements List). (See Form Flow.) When the contract will require the submission of data, the PI's data management officer, in conjunction with the PI, will staff and submit with the PR, a complete, signed, and approved DD Form 1423. All data requirements shall be set forth on the DD Form 1423; the DD Form 1423 must be completed; e.g., include information concerning frequency of reports, due dates, authority, distribution addressees, etc. (to include e-mail addresses).  All data should be submitted electronically, including Ammo Data Cards.  Only data and publications, which are considered to be essential to the management, engineering, quality assurance, or logistical support of the program, will be specified. (All questions on Government rights in contract data; e.g., when less than unlimited rights are anticipated, shall be referred to the Chief Counsel for R&D who is responsible for establishing the Government's position.)  For further assistance on DD 1423s call x6008 or x6182.

l. AMSTA-AR Form 3068, (Quality Assurance Requirements Checklist). (See Form Flow.) This form is required for RDTE procurements in the advanced or engineering development phases, when the engineering services relate to the development or assessment of military materiel/systems. Use of this form for production type contracts is suggested.  The PI summarizes on this form the items/services to be performed under proposed contract, and submits two copies of the checklist and one copy of the SOW to the Lead IPT member.  QED will review the SOW, check the various applicable checklist statements, and certify their input by providing an electronic copy of the completed checklist along with the associated QED statement of work input through FormFlow and email or by data fax if hardcopy is requested.  QED will retain one copy of the checklist and return the original to the PI to be included in the PR.  This reviewed Form 3068; dated 27 Jun 01 is available only in the web version of FormFlow under the “Procurement Request” tab.  Guidance for when to use the form and for selection of items on the form is available by clicking on the “?” help feature at the bottom of the form. 

m. AMSTA-AR Form 376 (Checklist of Factors Which May Constitute Personal Services). (See Form Flow.) In order to avoid implication of "personal services", completed AMSTA-AR Forms 376 must be submitted with all PRs (including individual task order PRs) involving the procurement of services (including R&D). A service contract must neither endow the Government with supervision and control of contractor activities equivalent to that commonly exercised by an employer over his/her employees, nor delegate to the contractor responsibility for performing services or making decisions properly discharged only by a Government employee. 

n. Source Selection Evaluation Plan. The PI will submit the source evaluation criteria/plan to be utilized in the evaluation of proposals when factors, in addition to price/costs, are to be considered. The plan will consist of a listing of the various factors and the relative importance of each, which will be considered in the evaluation of each proposal, and a list of the information needed to properly evaluate proposals. (For more detailed information of the preparation of the evaluation plans, see FAR 15.3 or contact the PCO.) 

o. DD Form 254 (Contract Security Classification Specification). (See Form Flow.) If any aspect of the program is to be classified or may result in classification, the DD Form 254 must be included in the PR. The DD Form 254 with its attachments and incorporated references is the only authorized means for providing security classification guidance to the contractor. It should include only that information that pertains to the contract for which it is issued. Since the PI is not normally empowered to make the initial classification of a project, security instructions should be sought from proper authorities when it is considered advisable that a new program be classified. As most end items of total systems under development are covered by an approved security classification guide, it will be useful to first consult with the on-site security office to determine whether or not a component or sub-component of a known classified end item by itself requires classified handling. 

· Security requirements imposed on a contractor that are in addition to the requirements of the Industrial Security Manual should be addressed in items 14 of the DD Form 254. 

· Item 13, security guidance, is the most important part of the DD Form 254. Use this block to: i)identify applicable security classification guidance and/or provide narrative guidance which identifies the specific types of information to be classified; ii)to provide appropriate downgrading or declassification instructions; iii) to provide any special instructions, explanations, comments or statements, and; iv) to clarify any other items identified on the DD Form 254. 

· The Contract Security Classification Specification (DD Form 254) will be prepared, staffed, and submitted by the PI in accordance with DOD 5220.22-R. However, individuals who need additional guidance may contact the supporting security component. 

· Security requirements shall include Operations Security (OPSEC) requirements pursuant to AR 530-1 and AMC Supl 1 thereto. OPSEC requirements will be specified on the DD254 for each PR for work involving classified information and certain PRs involving unclassified military critical technology or sensitive unclassified information.   

p. AMSTA-AR Form 377 (Preservation, Packaging, and Packing Instructions). (See Form Flow.) This form will be prepared (both sides) if the contractor will be required to either make shipment(s) under the contract or if Government furnished material is to be provided to the contractor. 

q. DD Form 1653 (Transportation Data for Solicitations). (See Form Flow.) The PI will furnish a completed AMSTA-AR Form 377 and Safety Office input, as part of the PR, to the cognizant transportation component, who will assist PIs in identifying and including appropriate transportation provisions/clauses and requirements in the PR by completing DD Form 1653.

r. DD Form 2357 (Hazardous Component Safety Data Statements)(HCSDS). (See Form Flow.) This form will be submitted for all procurement actions involving hazardous munitions as defined in DODI 5000.36. 

s. Material Safety Data Sheets (MSDS). If the PR requires the Government to furnish the contractor CSM or other military unique chemical compounds or hazardous material, an MSDS for each such material shall be submitted with the PR (see Federal Standard No. 313). 

t. AMSTA-AR FL 3 (Requests for Delivery Order Assignment). (See Form Flow.) This form (or equivalent automated format) is used in lieu of AMSTA-AR FL 1, when the PR provides for issuance of a task/delivery order under an existing task order contract. The form will be furnished to the contracting office after being processed through QA, CAAS Coordinator, and other applicable functional approvals. The PRs for individual task/delivery orders against an indefinite delivery type contract need not be submitted to QA if QA has already determined the QA requirements in the PR for the basic/omnibus contract. 

u. Contracted Advisory and Assistance Services (CAAS) Determination. (See Form Flow.) All PRs involving services, R&D, ADPE, production and individual task/delivery orders (excluding construction) will be processed through the CAAS Coordinator (AMSTA-AR-AST, ASCO) for a determination statement of applicability of Contracted Advisory & Assistance Services to the PR. The CAAS Coordinator's determination statement will become a permanent PR document. When required by the determination statement, approved Management Decision Documents (MDDs) will also be included in the PR. The CAAS Coordinator will review the SOW and determine whether or not the services are CAAS. If they are, the CAAS Coordinator advises the requisitioner that they need an MDD which must be staffed through the proper channels - The CAAS Coordinator usually signs last to show that the MDD has been fully staffed. The CAAS Coordinator provides an EOR (Element of Resource) code, which denotes that the services are CAAS. This EOR should be used on all funding documents in regard to the contracted services. Also, the CAAS Coordinator issues a PUIC number - this is simply a tracking number. The AMC Circular, which states how CAAS is managed at AMC, is AMC Circular 5-6.  The CAAS Coordinator includes form CCS-1 to denote that the proposed contracted services are/are not CAAS. References for CAAS are as follows:

FAR, DFARS, AFARS Part 37.2 Advisory and Assistance Services

DODD 4205.2 Contracted Advisory and Assistance Services (CAAS) Feb 1992.

AR 5-14, Management of Contracted Advisory and Assistances Services, 15 Jan 1993.

AMC Circular 5-6, 28 Jan 2002

Specific PI responsibilities include:

(1) Have the primary responsibility for ensuring the identification and reporting of CAAS (paragraph 2-11, AR5-14) and complying with Chapter 4, reference AR5-14.

(2) Ensuring the requirements identified as CAAS are provided to the organization or functional area responsible for developing the CAAS budget request (para 2-11, AR5-14).

(3) Maintaining a file on each CAAS request including as a minimum, a copy of the approved CAAS procurement request and supporting documentation, listing or a summary of contract items delivered, and documentation of Government acceptance (paragraph 2-11, reference AR5-14).

(4) Assuring the limitations and prohibitions on use of CAAS are observed and document this to the PCO with the PR (para 3-3, reference AR5-14) and that CAAS is only used when authorized by reference AR5-14, paragraph 3-2.

(5) Preparing  a normally competitive performance based Statement of Work (SOW) describing the requirements in terms of results required (rather than methods of performance), using measurable performance standards and quality assurance surveillance plans against the performance s AR5-14.  This should be informally coordinated with the PCO in advance but cannot be formally submitted until it has been coordinated with the CAAS Coordinator (see below).  Also, see Appendix G, reference AMC Circular 5-6, 28 Jan 2002.

(6) Preparing AMSTA-AR Form 376 – Checklist of Factors That     May Constitute Personnel Services.

(7) Preparing and certifying a draft J&A in those few cases where a performance based SOW needs to be sole source.  See FAR, DFARS, AFARS, Part 6 and reference AR5-14, paragraph 3-3h.

(8) Processing the PR thru their Budget Analyst, the CAAS coordinator, and Legal before sending it formally to the PCO.

(9) Securing any required approvals such as Management Decision Documents (MDD), draft input for a PCO Determination as to Personal Services D&F, if applicable, or the basis the action is non-personal services, if applicable.

(10) Serving as COR for the post award management, 

  monitoring, evaluation of the CAAS contractor (Para 4.4, 

  reference DODD 4201.2. under the resulting contract if requested (The 

  PCO shall always appoint a COR if any part of the work 

  will be performed on a Government installation including 

  Picatinny).

(11) Perform surveillance and reporting functions against the 

  performance based SOW, measurable performance 

  standards, and surveillance plan.

(12) Furnishing the Element of Resource code to the PCO; if 

  this is not done by the CAAS Coordinator.

(13) Meeting any other CAAS requirement indicated by the 

  CAAS coordinator or contracting officer.

(14) Maintain a file and completing and submitting a 

  management evaluation to the PCO and CAAS Coordinator 

  upon completion of the basic contract if a stand-alone 

  contract or completion of each task under a task order 

  contract.    See  reference AR5-14, paragraphs 2-11c., Appendix K, reference AMC-6, 28 Jan 2002.

 (15) On requirements for studies, query Defense Technical 

  Information Center and other sources, maintain evidence 

  of those queries on file and furnish a copy with the PR to 

  the PCO that no existing scientific or technical report could 

  fulfill the requirement per DFARS 237.272(b) and 

  paragraph 4-3, reference AR 5-6.

(16) Furnish the PCO a statement as to whether: (1) the CAAS 

       effort is or is not an inherently government function (2) 

       whether the proposed contractor is or is not a former 

       Government employee, and (3) whether the work will be 

       performed in whole or in part on Picatinny or another 

       Government installation (See paragraph 3-3, reference AR 5-14 

  4-2 of reference DODD 4205.2, FAR and DFARS 37.203, and others above.

(17) Do not submit a PR for a CAAS requirement that violates 

        the policy in paragraph 4.2 of reference DODD 4205.2 or 3-3 of 

        reference AR 5-14.

(18) Submit with the PR to the CAAS Coordinator and the PCO, 

the analysis required by paragraph 4.3 of reference DODD 4205.2.  

        NOTE:  CAAS requirements/contracts receive high level 

        scrutiny by Congress, DOD and the Army in both budget 

        and programmatic channels.

(19) Furnish with the PR to the PCO any other information, 

       analysis, and approvals required by paragraph 6.3-2 – 6.3-

       6, DODD 4205.2. and reference AR5-14. not listed above.

(20) Fully comply with reference AR 5-14, Chapter 4 and reference 

       AMC Circular 5-6.

(21) Furnish CAAS Coordinator and PCO an Independent 

Government Cost Estimate.  See Appendix H, reference AMC   Circular 5-6

(22) Obtain and furnish to the PCO, MDD approval to contract 

        for CAAS.

(23) NOTE:  Services provided by members of the Federal 

       Advisory Committees AND by individuals obtained thru 

       personnel appointments (thru CPOC/CPAC) are not 

       covered in AR-5-14, Jan 93.  For contracts with temporary 

       help services firms for brief or intermittent use of private 

       sector temporaries, see FAR 37.112.

v. AMSTA-AR Form 3063 (Facts/Evidence Supporting Other Than Full and Open Competition)(OF&OC). (See Form Flow.) When the PR is for an action based on OF&OC, the PI will complete and submit this form. 

w. Unsolicited Research Proposal Documentation
AMCP 70-8 provides guidance and responsibilities for unsolicited research proposals. The control of unsolicited research proposals is the responsibility of the Advanced Systems Concept Office, Technology Integration Division, AMSTA-AR-AST.
The PRs based on accepted unsolicited research proposals require, in addition to the foregoing, the submission of the following documentation: 

· AMSTA-AR Form 3063. 

· A memorandum from AMSTA-AR-AST validating and accepting the unsolicited research proposal IAW the criteria given in FAR 15.506 and 15.606-2 and 15.607. 

· A copy of the Unsolicited Proposal Evaluation Data. 

· If the proposed contract is $100,000 or more, an economic analysis validated by the local Systems and Cost Analysis Division (per AMCR 37-4). 

· A statement regarding the realism and reasonableness of the cost proposal (to include an evaluation of the number of labor hours, labor categories, material requirements, travel, and any other direct cost elements). (Labor and indirect rates will be evaluated by the PCO.) 

· A SOW based on the offeror's proposal. 

· A precise description of the required changes to be negotiated, if the offeror's proposal (SOW or other terms) does not fully meet or exceeds the Government's requirements. 

x. Surveillance Plan. For proposed time and material contracts, the COR will provide an appropriate surveillance plan submitted by the PI concurrently with the SOW and comply with any other responsibilities assigned by the PCO.  

y. BAA Proposal Documentation. PRs resulting from BAAs after Source Selection shall also contain the following documentation: 

· A copy of the BAA. 

· Proposal evaluation documentation to include an evaluation plan 

· Identification of the evaluator or evaluators. 

· Justification for selection of the proposal selected. 

· Offeror's complete proposal. 

· A SOW based on the successful proposal. 

· An overall evaluation of the offeror’s proposal (to include a technical, management and cost proposal).   Technical evaluation should include an evaluation of the number of labor hours, labor categories, material requirements, travel, and any other direct cost elements. Labor and indirect rates will be evaluated by the PCO. 

aa. AMSTA-AR Form 3071, Technical Statements, Certifications and/or Approval for Class I Ozone Depleting Chemical (ODC). (See Form Flow.) Pursuant to Section 326, Public Law 102-484, the PI will complete this form and include it in all PRs.

ab. Reserved.
ac. AMSTA-AR Form 1, Acquisition-Contracting Metrics. (See Form Flow.) This form is a joint effort to be completed by the Contract Specialist and the PI/Project Officer/Program Manager at time of award. Both parties are equally responsible for the accurate completion of the form since it is used to report metrics to higher headquarters. This form can be found in Form Flow.

ad. AMSTA-AR Form 373-E, Human Factors Engineering Checklist.  (See Form Flow). This is a joint effort to be completed by the technical supervisor, project engineer and the chief, AMSRL-HR-MG before the procurement package is received by the Contracting Officer.

ae. Acquisition Reform Questionnaire/Checklist - Recommend all virtual and real IPTs complete this form and submit as part of the PR for all actions over $100,000.

af. The Procurement Initiator shall provide the PCO, as part of the Procurement Package, with a written statement as to whether the contractor will perform work under the action on Picatinny Arsenal or any other US Government installation as reflected below:


SAMPLE STATEMENT of PROCUREMENT INITIATOR:
As Procurement Initiator I ______________________________ state that the 






(Name)

requirements under this procurement request and resulting requested procurement action do ____ or do not _______ (check one) require any contractor employee to perform work on Picatinny Arsenal or any other US Government installation or activity which is pursuant to this request or resultant procurement instrument. Indicate here 1) a full description of the purpose of any access or work to be performed, 2) its relationship to the contract requirement and 3) where the employee will be located on post (Bldg Number, Office Space, location, etc) 4) the impact if the work had to be performed off the installation. Also indicate dates for which work will be required. 

Signed:









Date:

ag. Routing - All Procurement Requests need to be routed electronically to the appropriate functional organization having responsibility for concurrence.  To identify e-mail addresses, use the new Picatinny Organizational Chart available on the web, which provides e-mail addresses one level down.

 SHAPE  \* MERGEFORMAT 



8. Glossary
9.  Attachments:




HYPERLINK "http://procnet.pica.army.mil/reference/ARCheck/CHECKLIST for RFPs.doc"
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APPENDIX
SHORT OF AWARD SAMPLE








DATE:    _____________

MEMORANDUM THROUGH:  AMSTA-AR-RMP

FOR:  

SUBJECT:  SHORT OF AWARD

1.  Reference Army Federal Acquisition Regulation Supplement (AFARS) 5101.602-2 dated.

2.  This is your authority to proceed with contract negotiations and up to Short-of –Award for the following contract:

a.  Title: 

b.  Statement of Urgency:

c.  Task Value:

d.  Period of Performance for Task:    

e.  Project Number and Sales Order:

f.  Technical POC and Phone:

3.  This requirement is included or provided for in the financial plan for FY__.  The accounting classification will be _______________________.  This statement is not a commitment of funds.  This authority to proceed short-of-award is subject to the availability of funds.  Availability of funds is contingent upon release of funds from _______ (i.e., OSD/DA)*.  (This is only an example of a contingency reason).  

                                                                        ________________________(signature)

CONCURRENCE:  Name and Title of Technical POC

                        _________________________(signature)

CONCURRENCE:    Lead Program Analyst

                        Program & Budget Division, RMD







_________________________(signature)




   CONCURRENCE:  ______________________________________


         



            Dir, Resources & Management Directorate


At end of document, place stamp that states:

Funds identified herein are  

Certified for Availability and Propriety  

ALLEN M. JOHANNESEN

Accounting Officer
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PROCUREMENT REQUEST PACKAGE CHECKLIST FOR:


--SOLICITATIONS AND CONTRACTS FOR SUPPLIES AND SERVICES--

Picatinny Center for Contracting and Commerce (PC3)



NOTE: This checklist is intended for use in conjunction with 715-1 


RFP #: 





Specialist:









Contract Number:













X or N/A

PR Package:


1.  Funding Document
 or Short-of-Award





_____  


Type:  OMA _____ RDTE _____ PAA _____ Other _____



Year:  FY _____


2.  PR Summary Memo, or AMSTA-AR FL1, Transmittal of PR Supporting 
_____


Data, or AMSTA-AR FL3, Transmittal of PR Supporting Data for Task, to


include the following as applicable:


a.  Delivery Schedule with quantities, dates, and complete ship to address 
_____


b.  Schedule of Government furnished Property (GFP) with quantity,
_____


     
unit of measure, and time of delivery



c.  Option exercise periods






_____


3.  Market Research








_____




(Requisitioner is responsible for performing market research; PCO is responsible


 for insuring appropriate documentation is in the file) 







4.  Commerciality Determination






_____


Note: All services, including R&D, are presumed to be commercial items.  If it is determined that a commercial item is not available a waiver approved by the Competition Advocate is required. (see TPP for format)


5.  Independent Government Cost Estimate (IGCE)




_____


6.  Statement of Work (SOW)







_____


Note:  RFPs for services (excluding R&D) must be performance based and fixed price 


X or N/A

7.  DD Form 1423, Contract Data Requirements List 



_____


    (if SOW requires the delivery of data)



Data Item Descriptions (DIDs)





_____


8.  Acquisition Plan ($15M for any fiscal year/$30M for all years including 
_____


options) approved by the PEO or the PARC for non-PEO acquisitions


9.  J&A (for sole source or limited competition) 




_____



Approval levels:
under $500K- PCO






$500K to $10M - Competition  Advocate






$10M to $50M - ARDEC Tech Director






over $50M - Assistant Secretary of the Army (A,L & T)  


10.  Section 806 Certification (ammunition items) approved by the Single

_____


Manager for Conventional Ammunition


11.  Security and Safety concurrence (Hazardous Items), AMSTA-AR 374, 
_____


     Concurrence Sheet, will include list of Hazardous Component


     Safety Data Statements and Major Component Safety Data Statements 


12.  AMSTA-AR 367, Contract Clause Selection Worksheet, provides 

_____


    Government procurement quality assurance inspection and 


    acceptance information


13.  AMSTA-AR 376, Personal Services Checklist (services only)


_____


14.  AMSTA-AR 3071, Class 1, Ozone-Depleting Chemicals


_____




(not required for services)


15.  AMSTA-AR 5002, Affirmative Procurement Certification


_____


16.  AMSTA-AR 375, PR Supplemental Information Checklist


_____


17.  AMSTA-AR 373, Human Factors Engineering Checklist


_____


18.  CCS-1, Determination Request Memo and Response 



_____


       and one of the following (services only):


CCS-2, CCS Message "B" to Contracting Officer 


_____


and Response (if MDD is not required), or


X or N/A

CCS-3, CCS Message "A" to Contracting Officer 


_____


and Response (if MDD is required)


Note: Complete and send a copy back to the AR5-14 Coordinator (Carol L'Hommedieu, AMSTA-AR-AST, Bldg 1, x4029) 


19.  Management Decision Document (MDD) (applies to services)


_____


20.  AMSTA-AR 377, Preservation, Packaging, and Packing Instructions

_____



(non commercial supplies)


21.  DD Form 1653, Transportation Data for Solicitations, includes


_____


      FOB Point (Origin or Destination) 


22.  DD254, DOD Contract Security Classification Specification


_____


      (Classified Requirements)


NOTE:  if either of blocks 10 e and 10 f are checked yes, the procurement must be handled in accordance with PC3 Special Access Program (SAP) SOP 


23.   AMSTA-AR 4000, Spec, Standard, Process Waiver



_____

       (for Design Spec or draft performance spec) approved by the PEO or


       ARDEC Tech Director for non-PEO acquisitions



24.  Source Selection Evaluation Plan





_____


(approved by SSA, Concurrence required by the Group Manager)




  










1

3
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                                 DEPARTMENT OF THE ARMY

UNITED STATES ARMY RESEARCH DEVELOPMENT & ENGINEERING COMMAND


ARMAMENT RESEARCH, DEVELOPMENT AND ENGINEERING CENTER


PICATINNY ARSENAL, NEW JERSEY  07806-5000

AMSRD-AAR-AI

                                                                                                                                    7 APR 04

MEMORANDUM FOR ELECTRONIC DISTRIBUTION TO ARDEC-ALL

SUBJECT:  Exemption of Documents for Solicitation Waivers 

1.  Section C3.8 of the Defense Standardization Program Policies and Procedures Manual, DoD 4120.24-M, and paragraph 6 of the Army Standardization Improvement Policy Memo 95-1 entitled, "Waivers for the Use of Specifications and Standards", permit the exemption of detail documents from military department and local solicitation waiver requirements respectively.  This local exemption authority resides with the ARDEC Standards Executive.

2.  Recently, the Department of Army Standardization Executive tasked ARDEC to review and concur with a draft DoD memorandum eliminating the requirement to prepare a solicitation waiver for the contractual use of military specifications and standards.  ARDEC concurred with comments, and notified the Army Standardization Executive that effective 01 Apr 04, ARDEC would be locally exempting all detail documents from the solicitation waiver requirements, unless notified not to proceed.  The purpose of this change is to meet the intent of the draft DoD memorandum and increase the efficiency of the acquisition process.  The Army Standardization Executive concurred with ARDEC’s local exemption of all documents, which effectively eliminates the solicitation waiver requirement at ARDEC.    

3.  Therefore, effective immediately, the ARDEC solicitation waiver policy and procedures are rescinded.

4.  The point of contact for this action is Mr. Mark Napolitano, Chief, Standardization Group, AMSRD-AAR-AIC-S, DSN 880-3615.


FOR THE COMMANDER:


                                                        //s//


                                                 PAT SERAO

                                                 RDECOM-ARDEC Standards Executive

CF:  


AMCOPS (Mr. Dick Barnett)


SFAE-AMO (BG Paul Izzo)

SFAE-GCS-JLW (COL John Garner)

SFAE-SDR-SW (COL M. Smith)

AMSTA-AQ-AP (Mr. Bruce Berinato)
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I’m from Acquisition and I’m Here to Help You





REALLY!









What Do I Need To Do 

To Get Something 

On Contract And Why?







Four Easy Pieces

		You need to explain, specifically and consistently, what you want to buy (Scope of Work).  Or what you want as an outcome (SOO, Statement of Objective). Keeping in mind Performance Base SOW.

		You need to put together a procurement package.  

		You need to have money committed on a PRON.

		You need to have your management give their approval.









This is about FAR Contracts

		This briefing is specifically aimed at conventional FAR contracts.  Look over the PR Package Form

		There are other methods of acquisition which might be usable but don’t necessarily have the same requirements or characteristics

		Other Transactions

		GSA Schedules

		Basic Ordering Agreements

		Simplified Acquisitions



		We can help you decide the best type of instrument for your project









You Need to Put Together a Procurement Package

This is the set of essential ingredients for the people who have the authority to issue solicitations and contracts to do their job.  Questions to ask yourself:

		What do I want?

		Scope of Work (SOW)

		Required deliverables

		Place and time of delivery

		Data Requirements

		Market survey



		What’s the best way to get it?

		SOW driven

		Competitive?  Then you need: 

		Input for Source Selection Plan

		What you want to evaluate

		Sole source?  Then you owe:

		J&A



		What approvals do I need?

		MDD

		J&A

		Any special approvals



		Where’s the money?

		Appropriate kind

		Sufficient amount









More questions to ask yourself 

		Have I done my homework?

		Market survey results

		Security requirements (DD254)

		Acquisition plan or strategy, if needed

		Templating certification

		CIODS certification

		List of Government furnished property, if any

		Option requirements, if appropriate



		Could this be a small business or other set-aside?





All of of these are questions that need to be answered before we can release a solicitation







The PR Package Form

		Serves as a cover page to the procurement package while it’s being routed



		Gives us information we’ll need sooner or later anyway



		Can be used by you as a checklist so you remember all the stuff we need



		Helps your management to see the status of the procurement process



		Helps Resource Management decide what the appropriate funds are for your project











			PROCUREMENT PACKAGE



(APPROVAL AND TRANSMITTAL)


			PROCUREMENT PACKAGE NO.______________





			


			[  ]  Initial        [  ]  Supplement





			1.  TO:



Picatinny Center for Contracting and Commerce 



AMSTA-AQ-APE






			2.  FROM:


			3.  CONTROL NO.





			4.  SECURITY CLASSIFICATION  (check one):  (Attach DD Form 254 if classified)



[  ]  Secret    [  ]  Confidential    [  ]  Unclassified    [  ]  Other (Specify)









			5.  OBJECTIVES and (if applicable) REMARKS:









			6. REQUIREMENTS:  Checks Indicate All Requirements Are On Attached Sheets 1 Through [  ]



HERE PUT Something about Commercial Buys and Small Purchases What is required? Or send them to a link where they may get info. We could incorporate the 715-1 Reg from this form have them go to the Reg and even reference TPP  (if they have permission to TPP)





			A.  Performance Spec/Scope of Work  [  ]



     AMSTA-AR-4000  [  ]  - if applicable for Spec 



                                           and STND Waiver


			B.  Data Requirements  



     DD Form 1423  [  ]



     Data Item Description (DID)  [  ]





			C.  PR Summary



     AMSTA-AR-375  [  ] and Memo  [  ]  or,



     AMSTA-AR FL1  [  ]  or, AMSTA-AR-FL3  [  ] 


			D.  Funding



     PWD  [  ]  ______________________



     Short-of-Award  [  ]





			E.  Acquisition Plan  [  ]



     Acquisition Strategy  [  ]


			F.  Competition Status



     Full & Open  [  ] - Attach Suggested Sources



     Limited/Sole Source  [  ] – Complete 



                                              AMSTA-AR-3063





			G.  Conventional Ammunition  [  ]  Section 806 Certification required


			H.  Hazardous Items/Materials



     AMSTA-AR 374  [  ]



     HCSDS  [  ]



     Hazardous Classification (Interim/Final  [  ]



     Major Component Safety Data Statement  [  ]  





			I.  QA Input  AMSTA-AR 367  [  ]



                    AMSTA-AR-3068  [  ]


			J.  Services



     Personal Services Checklist  AMSTA-AR-376  [  ]



     Management Decision Document  [MDD]  [  ]



     AR 5-14 Coordination  CCS – 1  [  ]      





			K.  Class 1 Ozone Depleting Chemicals



        AMSTA-AR-3071  [  ]  N/A for Services


			L.  Affirmative Procurement Checklist



       AMSTA-AR-5002  [  ]





			M.  Human Factors Engr.  AMSTA-AR-373  [  ]


			N.  Commerciality Determination  [  ]





			O.  Packaging Instructions  AMSTA-AR-377  [  ]



       {non-commercial supplies only)


			P.  Transportation Input  AMSTA-AR-1653  [  ]





			Q.  Independent Government EstimateCERT [  ]


			R.  Special Inspection/Acceptance Instructions  [  ]





			S.  GFE/GFI/GFP List with Availability Date(s) and Location(s)  [  ]


			T.  Delivery Schedule/Period of Performance  [  ]





			U.  Competitive Evaluation Plan  [  ]


			V.  Make-or-Buy Determination  [  ]





			W. COMMERCIALITY DETERMINATION/WAIVER


			X.  508?





			Y.  SYNOPSIS


			Z. MARKET SURVEY INFO





			


			





			7.  REVIEW – CONCURRENCE – APPROVAL – SIGNATURE – OFFICE SYMBOL – PHONE - DATE





			A.  Project Engineer/Procurement Initiator






			B.  Branch





			C.  Division






			D.  Other Approval









			E.  Other Approval






			F.  Other Approval












			INSTRUCTIONS FOR COMPLETING FORM



(SUBMIT ORIGINAL FORM ONLY.  NO COPIES ARE NEEDED.)





			Procurement Package No. – Originating office assigns.  Use your Office Symbol, Fiscal Year, and Sequential Numbering (e.g. SFAE-GCS-0201)  For supplemental use “S” (e.g. GFEA-GCS-0201S1).  Check Initial or Supplemental submission.





			2.  FROM:  Your Name, Office and Office Symbol





			3.  Control Number – Assigned by AMSTA-AQ-APE





			4.  Security Classification – Indicate status.  Classified documents must be handcarried!





			5.  Objectives and Remarks – Briefly describe the goal of the program.  State what the project is, what it will achieve, and why it is important.  You may add additional information and attach as necessary.  





			6A.  Attach your Performance Specification, SOW or Detailed Specification.  If a detailed specification is used the AMSTA-AR-4000 is required.





			6B.  Attach DD 1423 and DID’s as applicable.  If DID is tailored include the specific instructions.





			6C.  PR Summary – Attach AMSTA-AR-375 and FL1 or FL3 as applicable.  The PR Summary Memo should include the following type of information PR Summary Information





			6D.  Funding – List PWD # and amount or attach Short-of-Award Authority





			6E.  Acquisition Plan - For programs where FAR Parts 7 or 34 and implementing directives require preparation and approval of an AP, state the program designation and status of the AP (see AR 70-1).





			6F.  Competition Status - If action is competitive include suggested sources.  If restricted/sole source is contemplated complete AMSTA-AR-3063. 





			6G.  Attach 806 documents.  





			6H.  Attach completed AMSTA-AR-374 and HCSDS, IHC/FHC, MCSDS as applicable.  





			6I.  Attach completed AMSAT-AR-367.





			6J.  Attach completed AMSTA-AR-376, MDD and CCS – 1 as applicable





			6K.  Attach completed AMSTA-AR-3071 w/supporting data as applicable.





			6L.  Attach completed AMSTA-AR-5002 w/supporting data as applicable.





			6M.  Attach completed AMSTA-AR-373.





			6N.  Attach completed commerciality determination w/supporting data as applicable.





			6O.  Transportation Input - furnish a completed AMSTA-AR Form 377 and safety office input, as part of the PR, to AMSTA-AR-DLT. AMSTA-AR-DLT will identify and include appropriate transportation provisions/clauses and requirements in the PR by completing DD Form 1653 (Transportation Data for Solicitations) for both a negotiated and sealed bid solicitation.





			6P.  Attach completed AMSTA-AR-1653.





			6Q.  Independent Government Estimate – All actions require an IGE.  





			6R.  Attach any special inspection/acceptance requirements.





			6S.  List all items or services; e.g., Government furnished material (GFM) or Government furnished equipment/property (GFP), including facilities, to be supplied by the Government for performance of the effort. The list will include the quantity, estimated value, an availability statement, and if applicable, the approval documents required by AFARS 45.3; otherwise, state that no GFM or GFP is required or will be furnished under the proposed effort. 





			6T.  Attach a delivery schedule or period of performance.





			6U.  Competitive Evaluation Plan – Attach desired criteria for evaluation of proposals.





			6V.  Make-or-Buy - Just as contractors must determine whether it is in their best interest to perform work in-house (make) or contract it out to another source,(buy), so must the Government. We must generally rely on private commercial sources for supplies and services while recognizing that some functions are inherently Governmental and must be performed by Government personnel.  Make or buy decisions are governed by regulation and policy (hotlink FAR Part 7.3 and OMB Circular A-76 here). If the decision is made to “buy” then a contract will be placed and managed by the Picatinny Center for Contracting and Commerce. The Procurement Request (PR) package must contain all the information necessary to- Guide offerors in submitting responsive proposals; Set forth the source selection criteria to be used; and Allow drafting a contract meeting all essential Government requirements.





			7A – C.  Approvals through your Directorate as applicable.





			7D – E.  Additional Approvals if needed.








Specification, Standard, Process Waiver.  If any Government Detail Requirements or Management & Manufacturing Processes are called out as requirements in the Procurement Request TDP, SOW, or solicitation, an approved waiver from the TACOM-ARDEC Standards Executive is required using AMSTA-AR Form 4000.  These requirements shall be addressed in accordance with the TACOM-ARDEC Specification, Standard, Process Waiver Guidance at http://qa.pica.army.mil/stdz/Waivers/index.html. (Note - ISO9000 requirements is to be treated as a process and the appropriate waiver secured). For more information, see SOP 10.1 Government Specifications and Standard Solicitation Waiver, AMSTA-AR Form 4000 and Acquisition-Contracting Metrics, AMSTA-AR Form 1


PR Summary Information. In all cases, a presentation entitled "PR Summary Information", containing the information required below, will be submitted with the PR. The PI will sign and date this document and provide his/her office symbol and telephone extension. 



1) Cite funding authorization appropriation (RDTE, PA, Army Stock Fund (ASF), Operation and Maintenance, Army (OMA), Defense Business Operations Fund (DBOF), etc.). 



2) Contract program (project or end item) identification, as follows: 



For PA and ASF funded efforts, cite the end item nomenclature and NSNS if one has been assigned. 



For RDTE funded efforts; e.g., manufacturing methods and technologies (MM&Ts), facilities, NDIs, or materiel changes (MCs) [MCs includes preplanned product improvements (PPIs) and materiel change management (MCM)], cite the DA project number and title. 



For OMA funded efforts; e.g., maintenance of military supply items, cite the military supply item. 



3) Recommend the type of contract; i.e., pricing arrangement, deemed appropriate, supported by an analysis of the type, extent and degree of contractor cost, schedule and performance risk anticipated (see FAR Part 16). If a cost plus fixed fee arrangement is recommended, state whether the SOW is suitable for a completion or term form of contract (see FAR 16.306(d)). 



4) Give a brief, technically adequate, summary description of the supplies and or services to be procured for advance publication in the CBD. The summary must be in sufficient detail to enable prospective offerors to determine whether they are willing to and capable of performing the effort (see FAR Part 5). 



5) Include a summary listing and required schedule of all service and supplies to be delivered under the contract, including prototype equipment, spare parts, test equipment, field engineering services, etc. Contract requirements for data included on DD Form 1423 need not be listed in this summary. 



6) List prior procurements, by contract number, which significantly relate to the proposed effort, and state if this is a continuation of work initiated under a prior contract; give the prior contract number. 



7) If the PR is for production, state if the procurement is severable into two or more economic production runs or reasonable lots; give the minimum economic production run size; and discuss basis for the determination.



8) If the proposed contract will require the appointment of a COR (see AFARS 42.9001), provide a candidate's name, office symbol, extension, and qualifications statement (certified by the candidate's division chief). (An alternate COR may also be designated to serve in the absence of the COR.) The qualifications statement shall include evidence that the candidate has had the COR training required by AMC. Identify the course and date completed. Con-tact the Civilian Personnel Office, or the Contracting Office for a list of acceptable courses. Reference, if required, the enclosed COR Surveillance Plan (see DA PAM 715-15).



9) Include a statement of priority or other special characteristics of the program (see AR 11-12). 



10) Reference and attach any applicable, approved documents, to include an MSW, AP, J&A, SE D&F, DOA, MENS/CAPR, pre-award qualification requirements, CAAS coordinator determination, MDD, etc. 



11) When traceability of the contract work breakdown structure (CWBS) to the SOW is required (per MIL-STD-881B and local directives), but not included, an exclusion rationale must be provided. 



12) Identify any other information or documents which the PI deems salient to the procurement. 



13) If this is a "design effort"; e.g., RDTE funded system/item development efforts (excluding RDTE funded basic and exploratory development), NDIs, and product improvement programs, provide the following: 



a) Rationale for not including the following requirements in the SOW and associated data items will be provided in the PR summary: 



· Performance Specifications 



· Integrated logistics support (maintainability engineering, maintenance requirements, and transportability). 



· MANPRINT. 



· Configuration management and TDP requirements (engineering drawings, specifications). 



· Safety engineering. 



· Explosive ordnance disposal procedures. 



· Reliability engineering. 



· Design reviews. 



· Corrosion prevention and control. 



· Design to cost. 



· Life cycle costs. 



· Test and evaluation. 



· Environmental protection. 



· Standardization and interoperability. 



· DOD Parts Control Program. 



· CWBS. 



· Software. 



· Design for discard. 



· Producibility engineering and planning. 



· Computer aided acquisition and logistics support (CALS). 



· Statistical process controls (SPC). 



· Government furnished property/facilities. 



b) Indicate if the development or resultant production effort qualifies as a Major Defense Acquisition Program and the type; i.e., Defense Acquisition Board (DAB) Program or a Component Program, IAW the criteria given in DODD 5000.1, DODI 5000.2 and AR 70-1. 



c) Indicate the estimated dollar value of all the procurement costs over: 1) the entire development phase and the entire production phase as shown in the AP and/or AS.



14) If this is a "military supply" effort, the following information will be furnished for military supplies (including their components, assemblies, and initial production facilities) funded by PA or ASF: 



· Indicate type classification designation (see AR 70-1). For LP type classification procurements submit the HCA approval (see AR 70-1). 



· For foreign military sales (FMS) procurements, indicate the special markings, applicable FMS country, and case identifier. 



15) Advise if the procurement involves "transportability problem items" as addressed by AR 70-47, as the PCO must submit a copy of the solicitation involving such items to the Military Traffic Management Command Transportation Engineering Agency (MTMCTEA), Newport News, VA, for review.



16) For development and production efforts (low rate initial production, limited production, and full production), indicate the results of coordination with TACOM's Industrial Readiness Directorate. If the item/system is either on the IPPL, a replacement item for an item already on the IPPL, or a new IPPL item, enclose the industrial base analysis coordinated with TACOM. For development acquisitions, indicate whether the AP has been coordinated with TACOM's Industrial Readiness Directorate, or rationale for not doing so. 



17) On-Site Contracts. Indicate if the procurement requires the Government to furnish the contractor work space, utilities, or equipment on the Government installation. The PI must coordinate and obtain prior approval from the cognizant installation support activity, AMSTA-AR-CO. The AMSTA-AR-CO approval must accompany the PR. 



18) If the PR results from a proposal submitted under a BAA, indicate the BAA solicitation number and topic in the PR summary information and include the information set forth in paragraph 7.y., BAA Proposal Documentation. 



19) SAIMS. PIs will include appropriate data items and other necessary information in PRs as required by AMCR 715-2. SAIMS reporting also requires application of work breakdown structures (WBS) per MIL-STD-881A. 



20) Environmental Documentation. Indicate and attach any necessary environmental solicitation provisions, contract clauses, or DIDs



Short-of-Award Authority.  PRs for high priority requirements and RDTE incrementally funded contracts may be submitted prior to availability of funds when the PR initiating and approving authorities determine and certify that there is a high probability that the requirement will not be canceled. In such circumstances, in lieu of providing a PWD, the PI shall submit a memorandum, subject: "short-of-award", signed by the PI and the PR approving authority (as defined by subparagraph b. above), to the Comptroller or designee for approval. (In order to serve as a "designee" of the Comptroller, authorized to provide "short-of-award" approval, an individual must possess a written delegation of the authority granted by AFARS 1.602-2(3) from the appropriate Comptroller). The approved "short-of-award" memorandum will be included in the PR. Pursuant to AFARS 1.602-2(93), the memorandum will contain the following: 



· A statement substantiating that the PR is for a high priority requirement or that the contract will be funded incrementally by RDTE funds. 



· A determination that there is a high probability that the PR will not be canceled. 



· A statement, as shown below, signed by the Comptroller or designee:



This requirement is included or provided for in the financial plan for FY___. The accounting classification will be _______________________________. This statement is not a commitment of funds. 


__________________________________


Comptroller/Designee Signature and Date


Each fiscal year for which incremental funds are programmed for the proposed contract will be identified in the above statement. If planned funds are not sufficient for contract accomplishment through all out-years, HCA approval is required. Also, in order to sign the above statement, the designee must have a written DOA, referencing AFARS 1.602-2(93). 



Restricted Competition.  When an action is based on a restricted contracting strategy, a written J&A document will be prepared and submitted to the appropriate approval official as prescribed in FAR 6.304. For PRs over $100,000, the approval level may range from the Competition Advocate to the Secretary of the Army, depending on the estimated dollar value. (The J&A is a self-contained document that presents the facts or evidence justifying use of the proposed exception to OF&OC.) For proposed J&As over $10,000,000, a copy of the approved/in-process AP, if required, will be enclosed. The J&A must be certified by both the requirements and technical elements at the PM, director or deputy level. The AMSTA-AR-3063 should be submitted at least 90 days in advance of the PR to the PCO. Use of OF&OC exception 10 U.S.C. 2304(c)(7) as implemented by FAR 6.302-7, Public Interest, requires a determination and finding (D&F) signed by the Secretary of the Army (with the formal J&A as an enclosure to the D&F) and 30 days advance Congressional notification by the PCO before contract award. This exception, however, should rarely be used. 



Personal Services.  All PRs involving services, R&D, ADPE, production and individual task/delivery orders (excluding construction) will be processed through the CAAS Coordinator (AMSTA-AR-ASA) for a determination statement of applicability of Contracted Consulting Services to the PR. The CAAS Coordinator's determination statement will become a permanent PR document. When required by the determination statement, approved Management Decision Documents (MDDs) will also be included in the PR.



In order to avoid implication of "personal services", completed AMSTA-AR Forms 376 must be submitted with all PRs (including individual task order PRs) involving the procurement of services (including R&D). A service contract must neither endow the Government with supervision and control of contractor activities equivalent to that commonly exercised by an employer over his/her employees, nor delegate to the contractor responsibility for performing services or making decisions properly discharged only by a Government employee. 



Independent Government Estimate.  are used to help the PCO determine fair and reasonable prices, and to determine if certain regulatory requirements based on estimated dollar value apply. Guidance on the preparation of IGEs is as follows:



1) Guidance on the preparation of IGEs is set forth in AFARS. If price is expected to be based on cost analysis and negotiations, AMSTA-AR Form 407-R (or equivalent format) must be signed by the preparer, validated, and submitted with the PR. IGEs are not required for unsolicited research proposals, Small Business Innovative Research Program, and BAAs. However, an independent evaluation of the offeror's cost proposal will be performed.



2) For procurement actions estimated under $1,000,000 AMSTA-AR Form 407-R may be submitted without the detailed cost estimate supporting documentation. However, the backup information will be made available if required by the PCO.



3) AMSTA-AR Form 407-R will be consistent with the SOW/WBS for comparison with contractor proposals. 



4) The IGEs for competitive procurements shall be based upon average contractor rates, unless the preparer believes other rates are more appropriate. If other rates are used, justification for their use shall be provided with the IGE. IGEs for sole source procurements should be based on the sole source's labor rates, if available from AMSTA-AR-PCC, otherwise, average contractor rates shall be used. 



5) For planned level-of-effort contracts, the IGE will be supplemented by the estimated level-of-effort in man-hours broken out by category of labor. 



6) All IGEs over $100,000 will be validated by the local Systems and Cost Analysis Division. 



7) The person who prepares the IGE will certify to the PCO that these estimates were independently arrived at and were not obtained, by any means formal or informal, in whole or in part, from a contractor or a potential contractor except in the case of a valid unsolicited proposal (see AMSTA-AR-CG Policy Statement 70-10). 



8) Unless the information therein requires a security classification, IGEs (AMSTA-AR Form 407-R) will be marked: 



FOR OFFICIAL USE ONLY


Above Designation Expires upon Contract Award


9) The IGE shall also contain a statement by the preparing official as to the basis used in its compilation and a statement regarding the extent of its reliability (see AFARS 15.803). 







SOW:  How we help you get what you expect

		Clarity is the paramount virtue.  If you don’t say what you want, how can a contractor know how to price it or deliver it?

		Clarity helps ensure that what you think you’ll get is what you actually will get

		Describe WHAT you expect the contractor to achieve, deliver or do, rather than HOW  they are to achieve, deliver, or do it

		Explain how the government (and the contractor) will know when the work is finished satisfactorily

		Say how long you expect performance to last and where the contractor is to send the end products or perform the service 

		Explain what data you need, what format or media you want it in, and when you want to get it

		Remember: data generate “hidden expenses”.  What’s the least you can require and still be sure you get what you need?









How Is the SOW Used?

		Used to support contracting strategy.  Must be consistent with:

		MDD (Management Decision Document)

		Proposal submission info (Section L)

		J&A  or evaluation criteria 

		Used by offerors as the basis for their proposals to address:

		Best approach

		Most appropriate expertise

		Most efficient use of resources

		Used by the contractor for planning performance

		Which skills are needed

		What resources are needed

		Used as a yardstick for contractor performance









What Is the Impact of the SOW?

Why Does It Matter to Me?

		If it’s not consistent, then you will get irritating messages and calls from  the contracting people who are trying to rework it to get the procurement through the approval cycle



		If it’s not clear and complete, it may not go to the right contractors or the right part of a contractor organization



		If it’s not clear, you may not get what you expect to receive



		If the outcomes aren’t clearly and completely specified, the project may be doomed to failure, because:

		Contractors set priorities based on expected outcomes

		Outcomes drive both technical and business decisions









The Bottom Line

		If you do the SOW/SOO right, you’ll take a giant step toward getting what you want on contract  

		A well-written and complete SOO/SOW can make the difference between getting what the contractor thinks you want and getting what you actually need

		You’re not on your own.  We’ll help you make the scope say what you need to have it say to achieve your objectives









The Annoying and Puzzling Management Decision Document (MDD)

		Congress wants to know

		Congressionally mandated reporting

		Public Law that service contracting be managed

		What gets reported through the MDD?

		All advisory and consulting services

		Some other services, depending on decisions made by MDD proponents

		Attempts to narrow requirements have so far been unsuccessful

		We don’t like them any more than you do, BUT the law says an MDD needs to be approved for affected actions before requirements are released to contractors

		Automated help is available at TACOM:  AcqPro 

		Software that helps write document

		We can get it loaded on your computer









Justification For Other Than Full & Open Competition

( J&A )

		Why must we write these documents?

		Required by law whenever we don’t use full & open competition

		Regulations require each sole-source decision to be documented and approved individually

		This is part of how we demonstrate the proper custodianship of taxpayer dollars

		J&As have been required since 1985: probably not going away

		If you can’t support a J&A, best value is decided by competition.  To support a J&A, you usually need to describe:

		Why this contractor is unique

		Why the unique attributes of this contractor are relevant to the requirement

		Not just why this is the BEST source--why it’s the ONLY source

		Market research you’ve done

		Technical and Requirements Certifications need to be signed at specified levels, depending on the estimated cost









Evaluation Criteria

		Criteria tell offerors how the contractor will be chosen

		Good criteria let us pick the best contractor; they also satisfy public law requirements for fair treatment

		They tell offerors what is really important in their proposals -- where they need to focus their effort

		Never say we’ll evaluate something unless:

		Offerors can be expected to vary in their ratings, AND

		The expected variances are important to us

		Keep them short

		Target only key discriminators

		Lots of insignificant criteria may muddy the waters and take the focus away from what’s important

		Be certain you have or can obtain the expertise to evaluate all the criteria you specify









Proposal Submission Info

 Why Do We Need To Tell Contractors What Info To Submit?

		You need certain data to evaluate a proposal

		Anticipated skills

		Background of company and of key personnel

		Materials and equipment needed

		What is the technical solution?

		Our SOW gives required outcomes; the offeror’s proposal describes how he’ll get there from here -- how the outcomes will be achieved

		Why will it work?  What are the risks?

		Why is it the best approach?

		How much will it cost?

		Can we afford it?

		Are the dollars proposed consistent with the technical proposal?

		Even if we have the budget, is it worth doing?

		Cost must be both reasonable and realistic









Source Selection Plan (SSP)

 I’ve Got Criteria - Why Do I Need An SSP?

		The SSP provides administrative and legal guidance on the conduct of the evaluation

		It provides much behind-the-scenes info not spelled out in the evaluation criteria themselves

		It acts as a roadmap for the evaluators

		The SSP is the official direction to evaluators from the Source Selection Authority

		Proper preparation and use of the SSP saves time and trouble in the long run









What Do I Need First ?

		Everything!

		1) More Seriously...

		Draft SOW

		Tentative acquisition approach

		2) Also, As Appropriate

		Draft J&A (if sole source); or 

		Draft evaluation criteria (if competitive)

		MDD (Management Decision Document)

		We will work with you and explain what else you need, providing samples as needed

		The sooner you get us what we need, the sooner we can get your project on contract

		Remember that the federal procurement process takes time; most Congressional rules are there for fairness, not for efficiency.









Suppose I Want Some Help?

		WHO:  Give your R&D Contracting Officer a call--

		Valerie Colello, Precision Munitions & Demolition  (3398)

		Greg Gorman, Field Artillery Heavy Armaments & Fire Control (5961)

		Jeff Boyle, Ground Systems, Fuze Technology(6632)

		Phil Grottendick,  Small Arms & Industrial Ecology (2854)

		Steve Trauger, Research & Integration Technology (4748)

		Harry Santa,  Mortars & Warhead Technology (4268)

		Larry Visconti, Tank Ammo & Tactical Armaments (3125)

		Paul Milenkowic,  Energetics, Electronics & Combat Support (5391)





		WHEN:  Call whenever you’re ready

		We’ll attend planning/brainstorming sessions if we can

		You don’t need to wait until your package is completely written



		WHERE:  The R&D Contracting Group sits in Bldgs 9 and 10,  However, we’re mobile; we’ll meet in your area as necessary



		WHY:  We’re always happy to save frustration by answering questions early in the process, to make sure you’re headed in the right direction
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