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A.
Initiating and Developing Procurement toolbox Changes
1.
Preparing and Developing New or Revised Procurement Toolbox Guidance

Prior to writing any new or revised procurement guidance, research the topic thoroughly.  Ensure that the following basic provisions are followed.

a. Review FAR, TAR, TAM, OFPP, OMB, etc., or other information, for any prior guidance in the particular subject area.

b. Determine whether any laws, regulations, or policies related to the particular subject area apply to the FAA.  (FAA is not exempt from a number of laws and regulations.)  If laws or regulations still apply, then new guidance developed should generally conform to any previous guidance.

c. Determine whether FAR/TAR clauses apply to a particular area.  If so, a new FAA clause could also be developed.

d. If FAR/TAR/TAM etc. information is the basis for new guidance and any approval levels are stated, research underlying source for approval levels before changing them (some approval levels are stated in law and cannot be changed).

e. Review AMS to ensure the new guidance being developed is consistent with the AMS, FAA clauses, and other toolbox guidance.

f. Coordinate with the regions and centers to determine if procedures or guidance are already in existence on the issue or topic that may facilitate the development of the toolbox guidance.

g. Use “shall’s” sparingly in guidance.  “Shall’s” should be used only when there is an underlying mandatory requirement, e.g., AMS policy requires it, a law requires it, etc.

h. When revising existing guidance, ensure most current version of guidance is being used as a basis for revision and follow the same process as for developing new guidance.

2.
Formatting Guidance

Ensure guidance is in the correct format, paragraphs are numbered properly, and guidance section numbers correspond to the correct AMS section title and number.  Perform electronic spell check, but also personally proofread the draft and final document carefully, in order to ensure spelling, grammatical, and style correctness.  

a. Follow the formatting guidance contained in Appendix 1, Formatting.  Conform to the specified paragraph numbering formats, text style and font formats, and header and footer directions.

b. Choose section numbers that correspond with the policy statement within the AMS.  Information contained in the guidance is to implement or supplement AMS Policy.  Guidance is labeled with the designator "T" followed by the applicable section of the AMS which it implements / supplements (e.g., T3.1 supplements section 3.1 of the AMS).

c. Ensure the month and year issued are cited, e.g., February 2000.  For revisions, include the correct revision number along with the month and year issued, e.g., Rev. 1 – February 2000.

3.
Coordinating Draft Guidance

Coordinating should be simple and expeditious.  Use good judgment and ensure coordination is completed with those who need to be involved.  

a. Revised guidance that will cause a significant impact because of its change as well as all new guidance should be provided to all AMS process coordinators, ASU‑300 branch managers, and ASU‑110 by e:mail for their review and comment.  Allow one to two weeks for comments.

b. Ensure appropriate coordination with Legal counsel.

4.
Configuration Control, i.e., Clearing through the ASAG

Modifications, i.e., changes, additions, or deletions, to the FAST system, including Procurement Toolbox guidance are subject to configuration control for approval prior to posting on the Internet.  As determined appropriate, the Acquisition System Advisory Group (ASAG) will review and approve changes.  Specific details as to the process and documentation required for ASAG clearance are contained in Appendix 2. – Acquisition System Advisory Group (ASAG) Documentation

5.
Distributing Approved Guidance

a.
When the guidance has been subjected to and passed the configuration control processes, ASU‑120 will ensure that it is posted on the Internet.  

b.
Check the Internet, to validate the guidance posted.  

c.
Users of FAST have the option of getting automatic notices for changes to FAST.  To ensure procurement individuals are alerted (other than with the automatic notice) of the Toolbox change, send an e-mail notice to each of the following individuals.

(1)
ASU‑1/-2, All ASU‑100; All ASU‑200; All ASU‑300; 

(2)
All regional procurement branch managers (all –55’s); 

(3)
All regional logistics division managers (all –50’s); 

(4)
Aeronautical Center Program Director of Acquisition Services, AMQ-1

(5)
AGC (Lorna John) and 

(6)
All AMS process coordinators.

6.
Revising Guidance.

When procurement toolbox guidance requires updating, by revision or deletion, the same processes described in paragraphs 1 through 5 apply as well.  However, revise the documentation to ensure a “redlined” copy  (see Figure 2-3, for an example) of the revised procurement toolbox guidance is included as prescribed in Appendix 2.  To do so, use the existing document, set up the tracking (see HINT in Appendix 2) and proceed with revisions.  The “redlined” version should be used to generate the “final” copy.  By “accepting all changes” within the “redlined” version, the “final” will reflect all changes as intended, therefore, ensuring the “final” and “redlined” versions are consistent.

B.
CLAUSES.
None applicable.

C.
FORMS.
None applicable.

D.
APPENDICES. (Revised 07/2002)
APPENDIX 1.
 Formatting

APPENDIX 2.
 Acquisition System Advisory Group (ASAG) Documentation (Revised 07/2002)
APPENDIX 1 – FORMATTING

1.
REPLACE DEFAULT FORMATTING.  Prior to starting the typing of any text, it is advisable to set up the font style and size, tabs, margins, and headers and footers including page numbering when initiating a new WORD™ document.  Replace the default formatting with the following settings:

· a.  All text is flush left (i.e., subsections/paragraphs may be tabbed for first line but not indented).

· b.  Font for main text should be TIMES NEW ROMAN, regular, 12 point.

· c.  Tabs for main text should be set as:  .4”, .8”, 1.2”, 1.6”, and 2.0”.

· d.  Page should be set up for .7” for the top, bottom, right and left margins.

· e.  Fonts for both the Header and Footers should be TIMES NEW ROMAN, regular, 10 point (ensure the page number is also set at TIMES NEW ROMAN, regular, 10 point).

· f.  Tabs for both the Header and Footers should be set at 3.5” with ‘center alignment tab’ and at 7” with ‘right alignment tab.’
2.
SET UP HEADERS AND FOOTERS.  Within the Header and Footer text, ensure that the text conforms to the following specifications:

	Header
	· At the 3.5” ‘center tab alignment’, type the title of the guidance in 10-point ALL CAPS followed by the numeric identifier in italics within parentheses, e.g., CONTRACT COST PRINCIPLES (T3.3.2).  (Caution, validate that the header margins correspond to the page margins; adjust if necessary.)
· Enter single-line space after Title line to ensure a space appears between the header and the text throughout the document.

· Select the ¾ point (double line) as a border to appear below the header (HINT: highlight the typed text line ONLY, exclude the space after the title line; from the toolbar, select FORMAT; then select BORDERS & SHADING; select the tab labeled BORDERS; designate the SETTING as custom; designate the STYLE as double line (seventh selection) and the WIDTH as ¾”; and finally within the PREVIEW illustration, single out the bottom border) 

	Footer
	· At the 3.5” ‘center alignment tab’, type the document identifier followed by a “-” and the automatic page numbering icon (i.e., the # icon), e.g., T.3.2-1.

· At the ‘right alignment tab’ at the right margin, type the revision, if applicable, and date, e.g., Rev. 1 - February 2000.  (Caution, validate that the footer margins correspond to the page margins; adjust if necessary.)

· Select the ¾ point (double line) as a border to appear above the footer (HINT: highlight the typed text; from the toolbar, select FORMAT; then select BORDERS & SHADING; select the tab labeled BORDERS; designate the SETTING as custom; designate the STYLE as double line (seventh selection) and the WIDTH as ¾”; and finally within the PREVIEW illustration, single out the top border) 


3.
SET UP SECTIONS.  Set up the guidance to correspond with the following sections.  

A.  Title of Topic (corresponds to reference in AMS and is the descriptive portion of guidance);

B.  Clauses (cites any relevant clauses or cites “none applicable”);  

C.  Forms (cites any relevant forms or cites “none applicable”); and 

D.  Appendices (OPTIONAL - used for examples, lists, etc., which are too lengthy or awkward to be included within section A.)  

4.
USE SPECIFIC TEXT STYLES.  Within the main document text, ensure that the text conforms to the following:

	
	· 
	(
	A.  FLUSH LEFT, ALL CAPITALS, BOLD, 14 points

	
	· 
	(
	1.    Flush left, Upper and Lower Case, Bold, 12 points

	
	· 
	(
	a.    Flush left, Upper and Lower Case, 12 points

	
	· 
	(
	       (1)   Tab @ .4”, Upper and Lower Case, 12 points; no hanging indent

	
	· 
	(
	              (a)   Tab @ .8”, Upper and Lower Case, 12 points; no hanging indent

	
	· 
	(
	                     (i)   Tab @ 1.2”, Upper and Lower Case, 12 points; no hanging indent

	
	· 
	(
	                            (A)   Tab @ 1.6”, Upper and Lower Case, 12 points; no hanging indent

	
	· 
	(
	                                    (1)   Tab @ 2.1”, Upper and Lower Case, 12 points; no hanging indent

	
	· 
	(
	                                            (a)   Tab @ 2.5”, Upper and Lower Case, 12 points; no hanging indent


5.
PROVIDE TABLE OF CONTENTS.  Preceding the textual guidance, include a listing of contents (in WORD™ table style) which cites the main topics of the text, i.e., items ( and (.  Identify the issuance date and revision number on the initial row of the index.  Use “Upper and Lower Case” throughout.  Highlight in bold the “(”main sections only.  [HINT:  To insert Table, select from toolbar TABLE; select INSERT TABLE; type in “3” in NO. of COLUMNS; type in “2” in NO. of ROWS and OK.  Once the table is inserted, highlight the table; select from toolbar TABLE; select CELL HEIGHT AND WIDTH; and within COLUMN ‘tab’ designate the three columns with the following widths.  Left column as .9”, middle column as 5.2”; and right column as .9”.  The final setup requirement for the table is to provide the borders.  To set up the borders, highlight the entire table; from the toolbar FORMAT, select BORDERS AND SHADING; select the tab labeled BORDERS; designate the SETTING as box; designate the STYLE as single line (first selection) and the WIDTH as 1/2”; and finally within the PREVIEW illustration, click on the vertical and horizontal interior as well as outside borders; and then OK.  Once the table is set up, tab at the end of each line to create the next line.]
6.
Formatting Appendices.  Appendices should be reasonably structured but do not need to conform to the prescribed formats of this guidance.

Figure 1-1.
EXAMPLE OF FORMATTED GUIDANCE
COMPLEX AND NON-COMMERCIAL SOURCE SELECTION (T3.2.2.3) 
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A.
ESTABLISHMENT OF A QUALIFIED VENDORS’ LIST (QVL)  
1.
General
a.
A Qualified Vendors’ List (QVL) is a list of service or product providers who have had their products or services examined, tested or evaluated and who have satisfied all applicable qualification …

3.
Screening and Evaluation

a.
Screening and evaluation procedures should be in accordance with Section 3 of the Acquisition Management System (AMS).
b.
The CO, in conjunction with the IPT, should formulate appropriate evaluation criteria for screening and qualifying vendors.  The IPT should carefully craft evaluation criteria to focus on key discriminators.  Evaluation criteria should be tailored to the particular requirement.  The IPT should develop an evaluation plan describing how vendors will be evaluated and against what criteria.

c.
The screening information request (SIR) should indicate:


(1)
A QVL is being established; 


(2)
Types of products or services anticipated to be solicited and awarded;

B.  CLAUSES
None applicable.

C.  FORMS

None applicable.

D.
APPENDICES


T3.2.2.3-3
Rev. 1 - November 1997
APPENDIX 2 – Acquisition System Advisory Group (ASAG) DOCUMENTATION (Revised 07/2002)
For specific up-to-date information on processing documents for ASAG review, see http://fast.faa.gov/cm_guide/initgde/intgdeb.htm on the Internet.

1.
CHANGE PROPOSAL.

The following information is required for change proposals and may be prepared and submitted electronically to the ASAG mailbox: 9-AWA-ASU-ASAG.  The Internet e-mail address for this mailbox is: 9-AWA-ASU-ASAG@faa.gov.

Figure 2-1.  Example format for change proposal.

Change Request Number: **
Date Received:  **

Title:  (Proposed name change should be referred to by)
Name:  (Your name)

Routing Symbol: (Your routing symbol)

Phone: (Your phone number, if not in the DC area include area code)

Policy OR Guidance: (Identify which type of change it is, use separate document for policy and guidance.)

Summary of Change: (This is a high level description of the change, e.g. “This change is modifying references from ASU-100 to ASU-110.”)

Reason for Change: (This provides why the change is being made including any external requirement(s) pushing the change, e.g. “This change is in response to GAO audit recommendations.”)

Development, Review, and/or Concurrence: (List the routing symbol of all FAA organizations, internal and external to your organization, who have had input into the change, reviewed it and/or concurred with it.)

Target Audience: (Who will be affected by this change.)

Potential Links within FAST for the Change: (For example, a link to another organizational website.)

Attachments: (Attach a copy of the suggested language of the change itself.  Be sure to identify the section number and/or title to which the change pertains.  If revising, also include a comparison copy of the existing language to revised language, i.e. “redlined” version.).

Briefing Planned: **

ASAG Responsibilities: **

** These items will be filled out by ASU-120.

Specific questions about how to submit a change proposal, should be addressed as follows:  

ASAG mailbox 9-AWA-ASU-ASAG (Internet e-mail address: 9-AWA-ASU-ASAG@faa.gov) and in the e-mail subject line cite AMS Configuration Manager
2.
CHANGE TRANSMITTAL.

Provide a covering change transmittal to serve as notice of the procurement toolbox guidance revision/addition/deletion.  The transmittal should specifically identify what has been revised, added, and/or deleted as well as the disposition of the change.

Figure 2-2.  Example FAA Procurement Toolbox Guidance Change Transmittal Notice
	
	
	

	
	FAA Procurement Toolbox Guidance

Change Transmittal – March 2000
	

	
	
	

	
	This transmits and summarizes changes to FAA Procurement Toolbox Guidance.  A summary of changes is as follows:
	

	
	A.
Revised.

T3.8.4, Rev. 1

Section 3.8.4.5, subparagraph B.1.a, Randolph-Sheppard Act is revised to delete reference to FAA Order 4950.1B, Vending Facility Program, which is obsolete.

B.
Added

Attachment 2, “FAA Procedures for Vending Facility Operations under Randolph-Sheppard Act” detailing requirement on Randolph-Sheppard procurements.

C.
Deleted

None.

D.
Disposition

The following changes have been made in FAST Procurement Toolbox:


	

	
	Delete

T3.8.4, Rev. 1
	Insert

T3.8.4, Rev. 2


	


3.
REDLINE COPY.

a.
The redline copy distinguishes the changes to existing published Procurement Toolbox Guidance.  The following example demonstrates the document’s appearance.  Note:  If this document were printed on a color printer, the underscored information and the strike-through information would appear in red.  Because everyone does not have access to color printers, please ensure to select underscoring and strike-through to provide a visible difference in either color or black and white printing.  [HINT:  To enable tracking, from the toolbar, select TOOLS; then select TRACK CHANGES; select HIGHLIGHT CHANGES; select TRACK CHANGES WHILE EDITING; select OPTIONS to set up the methods for highlighting the changes; for INSERTED TEXT, select underline for MARK; red for COLOR; for DELETED TEXT, select strikethrough for MARK; red for COLOR; for CHANGED FORMATTING, select underline for MARK, and red for COLOR.  Do not select anything for CHANGED LINES, then select OK and OK.]  

b.
Use the “redlined” version to generate the “final” version.  This is necessary to ensure the two reflect exactly the same edits. [HINT:  To do so, from the toolbar, select TOOLS; select TRACK CHANGES; select ACCEPT OR REJECT CHANGES; select ACCEPT ALL, then select OK.]

Figure 2-3.  Example of Redline Copy.
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A.
ESTABLISHMENT OF A QUALIFIED VENDORS’ LIST (QVL)  

1.
General
a.
A Qualified Vendors’ List (QVL) is a list of service or product contractors providers who have had their products or services examined, tested, inspected, or evaluated and who have satisfied all applicable qualification …

3.
Screening and Evaluation

a.
Screening and evaluation procedures should be in accordance with Section 3 of the Acquisition Management System (AMS).
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