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A.
Initiating and Developing Changes
1.


a. 
b. 
c. 
d. 
e. 
f. 
g. 
h. 


a. 
b. 
c. 


a. 
b. 














General.   This guidance applies to the preparation of changes to the policy, guidance and clauses of the Acquisition Management System (AMS) that address the procurement phase (only) of the acquisition lifecycle process.  This information is typically located in Section 3 of the AMS. 

2.
Process

a.
Notification to ASU-110.  ASU-110 maintains an “AMS Project List” that provides a description of AMS changes that are in process and/or recently changed.  The AMS Project List was instituted to avoid duplication of effort and to assure that changes occur in sequence. It is imperative that individuals who are initiating changes (initiators) to policy, guidance or clauses notify ASU-110 of changes as soon as work is assigned and prior to drafting the changes.  The notice should specify the section, revision number, title, and purpose of the change.  ASU-110 will immediately add the new project to the AMS Project List.  ASU-110 will advise initiators if and/when others are working in the same area so that coordination can occur.   

b.
Preparing the Change. 


(1) 
Consider Other Procurement Information.  Initiators should review any relevant information such as FAR, TAR, TAM, OFPP, OMB, Executive Orders, law, etc., to determine what, if anything, is appropriate for FAA's procurement system such as introduction of an innovative approach that would improve the current process.  The intent is not to adopt all other published procurement methodology, but to exercise judgment in determining what is consistent and appropriate for the FAA system.  Where new or revised law applies to the FAA, this must be adopted into policy and may have further implementation in the guidance section of the AMS.


(2)
Review AMS.  Initiators should review the AMS to ensure that changes are consistent with the AMS in its entirety.


(3)
Avoid Repetition.  If other procedural documents exist such as orders, manuals, etc., it is advisable to incorporate these documents electronically into the policy or guidance by referencing an electronic link that provides instant access to the incorporated information. (See following paragraph.)


(4)
Protocol for Linked Information.  When information in a change is linked to other internet-accessible documents, the originator should insert the italicized URL address(es) in the text and specify the requirement for a link in the Cover Sheet for Policy, Guidance and Clauses, paragraph entitled "Potential Links Within Fast for the Change” (see Appendix Sample 7).


(5)
Redline Copy.  Prior to developing the text, the initiator should set up a “redline” version of the change.  The redline version shows the changes made to the previous version of the document.  Redline documents must, at a minimum, reflect all the text changes that are being made.  Where possible, changes to format should also be captured.  Appendix Sample 1 – Redline Document contains instructions for creating a redline document.  (Note: Redlines are not necessary when entirely new sections are being created.)


(6)
Shall’s. “Shall’s” should be used sparingly in the guidance and only when there is an underlying mandatory requirement, e.g., AMS policy requires it, a law requires it, etc..  “Shall's” are appropriate for stating mandatory requirements in the policy section of the AMS.


(7)
Perform Appropriate Coordination.  Coordination with legal and subject matter experts, if any, is essential.  Other coordination may be advisable and should be determined on a case-by-case basis.  Other coordination that should be considered includes (1) procurement staffs at regions, centers and headquarters (Appendix Sample 2 - Procurement Coordination Mailing List), (2) affected program offices, and (3) other affected offices.  Initiators should allow about 2 weeks for coordination unless extenuating circumstances (urgency, etc.) require variance.


(8)
Resolve Comments.  Initiators should resolve comments that result from coordination and finalize the document text and format (see the following subparagraph (9) Formatting) from the redline in preparation of creating the final formatted clean copy. 

(9)
Formatting.  



(a)
General.  Format includes such things as paragraph numbering, margins, tabs, text style, fonts, titles, indentations, line spacing, header and footers, etc..



(b)
Guidance and Clauses.  Ensure that the stipulated formats are used in preparing AMS clauses and guidance.  The stipulated formats are shown in Appendix Samples 3 - Guidance Formatting Instruction and 4 - Clause Format.  In addition, assure that guidance is numbered and titled the same as the policy it implements.  (Section T3.1 implements section 3.1 of the AMS policy.)  Ensure the month and year issued are cited, e.g., January 2000.  


(c)
Policy.  ASU 120 will insert the policy format at the time it is loaded into AMS.  (Submit the clean copy of the text, section and paragraph numbering and title and the redline to ASU-120 – see subparagraph 2 b. (10)(b)(A) below.)

(10)
Submission to ASU-120.


(a)
Configuration Control.  Changes to the FAST system are subject to configuration control prior to posting in FAST.  ASU-120 will conduct configuration control that may include further coordination with the Acquisition System Advisory Group (see http://fast.faa.gov - select Revising AMS at the bottom of the page).  


(b)
Submission Packages.  Initiators should submit electronic versions of all changes to ASU-120 for processing and include the following items:

(i)
Policy package includes:


(A)
Cover sheet;

(B)
Redline;

(C)
Clean copy.

(ii)
Guidance package includes:



(A)
Cover sheet;

(B)
Redline;

(C)
Clean and formatted final copy.

(iii)
Clause package includes:



(A)
Cover sheet;

(B)
Redline;

(C)
Formatted Clause Change Package (Appendix Sample 6).


(l1)
Notification to ASU-110.  Concurrent with submitting changes to ASU-120, the initiator should notify ASU-110 to update the AMS Project List.


(12)
Publishing Changes in FAST.



(a)
When the guidance, policy and clauses have successfully completed the configuration control processes, they will be posted into FAST.  



(b)
Changes are published quarterly early in January, April, July and October.
B.
CLAUSES None applicable.


C.
FORMS None applicable.
D.
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Sample 3 - Guidance Formatting Instruction 
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Sample 5 - Formatted Guidance 

Sample 6 - Formatted Clause Change Package

Sample 7 - Cover Sheet for Policy, Guidance and Clauses

SAMPLE 1 – REDLINE DOCUMENT
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).
SAMPLE 2 – PROCUREMENT COORDINATION MAILING LIST

	Region/Center
	Coordination Contacts**

	Headquarters
	Jim Blades

	Tech Center
	Robert Loftus, Jose Benitez, Lisa Ferrante

	Great Lakes
	Melody McGovern (Backup - Teresa Brady)

	Northeast Region
	Andy Coughlin (Backup - Susan Newcomb)

	Southern Region
	Ima Lamar, Leigh Aikin, Teresa Burgess

	Western Pacific Region
	Alice C. Clark

	Logistic Center
	Russell H. Blasing, Susan Whittington, Brenda Welchel

	Northwest Mountain Region
	Barbara Garner, Vicki Olson

	Southwest Region
	Gail E. Hill

	Alaskan Region
	Jan Girard, Karla Shaw

	Eastern Region
	Terry Mirro, Nadene Fontana

	Central Region
	C.O. Shepard


**Utilize the FAA email address protocol (firstname.lastname@faa.gov) to address email to these individuals.

SAMPLE 3 – GUIDANCE FORMATTING INSTRUCTION

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”, etc..

· 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.  Appendix (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, no period

	
	· 
	
	

	1.    Flush left, Upper and Lower Case, Bold, 12 points. No period after title unless text of paragraph follows on same line.

	
	· 
	
	

	a.    Flush left, Upper and Lower Case, 12 points with period at end of title, if any.

	
	· 
	
	

	       (1)   Tab @ .4”, Upper and Lower Case, 12 points; no hanging indent.  Period at end of title, if any.

	
	· 
	
	

	              (a)   Tab @ .8”, Upper and Lower Case, 12 points; no hanging indent.  Period at end of title, if any.

	
	· 
	
	

	                     (i)   Tab @ 1.2”, Upper and Lower Case, 12 points; no hanging indent  Period at end of title, if any. 

	
	· 
	
	

	
	· 
	
	

	                            (A)   Tab @ 1.6”, Upper and Lower Case, 12 points; no hanging indent. Period at end of title, if any.

	                                    (aa)   Tab @ 2.0”, Upper and Lower Case, 12 points; no hanging indent.  Period at end of title, if any.

	                                            (11)   Tab @ 2.4”, Upper and Lower Case, 12 points; no hanging indent.  Period at end of title, if any.


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, 12 font, Times New Roman throughout. Bold “A: Title”, “B.  Clauses”, C.  Forms, D. Appendix.”  [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 Appendix attachments.  Appendix should be reasonably structured but does not need to conform to prescribed formats of this guidance.  Multiple documents that comprise the Appendix may be referred to as "Samples" or “Examples” and be numbered consecutively.
SAMPLE 4 - CLAUSE FORMAT

3.1.7-5 Disclosure of Conflicts of Interest (May 2001)

It is the Federal Aviation Administration (FAA) policy to award contracts to only those offerors whose objectivity is not impaired because of any related past, present, or planned interest, financial or otherwise, in organizations regulated by FAA or in organizations whose interests may be substantially affected by Agency activities. Based on this policy:

(a) The offeror shall provide a statement in its proposal which describes in a concise manner all past, present or planned organizational, financial, contractual or other interest(s) with an organization regulated by FAA, or with an organization whose interests may be substantially affected by Agency activities, and which is related to the work under this solicitation. The interest(s) described shall include those of the proposer, its affiliates, proposed consultants, proposed subcontractors and key personnel of any of the above. Past interest shall be limited to within one year of the date of the offeror's technical proposal.  Key personnel shall include any person owning more than 20% interest in the offeror, and the offeror's corporate officers, its senior managers and any employee who is responsible for making a decision or taking an action on this contract where the decision or action can have an economic or other impact on the interests of a regulated or affected organization.

(b) The offeror shall describe in detail why it believes, in light of the interest(s) identified in (a) above, that performance of the proposed contract can be accomplished in an impartial and objective manner.

(c) In the absence of any relevant interest identified in (a) above, the offeror shall submit in its proposal a statement certifying that to its best knowledge and belief no affiliation exists relevant to possible conflicts of interest. The offeror must obtain the same information from potential subcontractors prior to award of a subcontract.

(d) The Contracting Officer will review the statement submitted and may require additional relevant information from the offeror. All such information, and any other relevant information known to FAA, will be used to determine whether an award to the offeror may create a conflict of interest. If any such conflict of interest is found to exist, the Contracting Officer may:

(1) disqualify the offeror, or 

(2) determine that it is otherwise in the best interest of the United States to contract with the offeror and include appropriate provisions to mitigate or avoid such conflict in the contract awarded.

(e) The refusal to provide the disclosure or representation, or any additional information required, may result in disqualification of the offeror for award. If nondisclosure or misrepresentation is discovered after award, the resulting contract may be terminated. If after award the Contractor discovers a conflict of interest with respect to the contract awarded as a result of this solicitation, which could not reasonably have been known prior to award, an immediate and full disclosure shall be made in writing to the Contracting Officer. The disclosure shall include a full description of the conflict, a description of the action the contractor has taken, or proposes to take, to avoid or mitigate such conflict. The Contracting Officer may, however, terminate the contract for convenience if he or she deems that termination is in the best interest of the Government.

(End of clause)

SAMPLE 5 - 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;

(a)


(i)

B.  CLAUSES Click here to access applicable clauses.  [Originators will insert the URL address(es) here for clauses to be linked to this Paragraph B.]
C.  FORMS Click here to access applicable forms. .  [Originators will insert the URL address(es) here for forms to be linked to this Paragraph C.]
D.
APPENDIX

Sample 1 - Title

Sample 2 – Title

SAMPLE 6 – FORMATTED CLAUSES CHANGE PACKAGE

`

FAA Acquisition Management System Clauses

Change 21 –May 2001

This document transmits revisions, additions, and deletions to FAA Acquisition Management System clauses and provisions.  Unless otherwise specified, these changes are effective 

May 1, 2001 and apply to all screening information requests and contracts issued after May 1, 2001.

A.  CLAUSES REVISED

None

B. CLAUSES ADDED

3.1.7-5  Disclosure of Conflicts of Interest  

C.  CLAUSES  REMOVED
None

D. PRESCRIPTIONS CHANGED/DELETED/ADDED

3.1.7-5 Disclosure of Conflicts of Interest

None
E.  DISPOSITION OF THIS CHANGE
Adopt the additions.

F.  ATTACHMENT
The following revised/added clauses are attached to this change. 

3.1.7-5   


Disclosure of Conflicts of Interest

3.1.7-5  Disclosure of Conflicts of Interest (May 2001)

It is the Federal Aviation Administration (FAA) policy to award contracts to only those offerors whose objectivity is not impaired because of any related past, present, or planned interest, financial or otherwise, in organizations regulated by FAA or in organizations whose interests may be substantially affected by Agency activities. Based on this policy:

(a) The offeror shall provide a statement in its proposal which describes in a concise manner all past, present or planned organizational, financial, contractual or other interest(s) with an organization regulated by FAA, or with an organization whose interests may be substantially affected by Agency activities, and which is related to the work under this solicitation. The interest(s) described shall include those of the proposer, its affiliates, proposed consultants, proposed subcontractors and key personnel of any of the above. Past interest shall be limited to within one year of the date of the offeror's technical proposal.  Key personnel shall include any person owning more than 20% interest in the offeror, and the offeror's corporate officers, its senior managers and any employee who is responsible for making a decision or taking an action on this contract where the decision or action can have an economic or other impact on the interests of a regulated or affected organization.

(b) The offeror shall describe in detail why it believes, in light of the interest(s) identified in (a) above, that performance of the proposed contract can be accomplished in an impartial and objective manner.

(c) In the absence of any relevant interest identified in (a) above, the offeror shall submit in its proposal a statement certifying that to its best knowledge and belief no affiliation exists relevant to possible conflicts of interest. The offeror must obtain the same information from potential subcontractors prior to award of a subcontract.

(d) The Contracting Officer will review the statement submitted and may require additional relevant information from the offeror. All such information, and any other relevant information known to FAA, will be used to determine whether an award to the offeror may create a conflict of interest. If any such conflict of interest is found to exist, the Contracting Officer may:

(1) disqualify the offeror, or 

(2) determine that it is otherwise in the best interest of the United States to contract with the offeror and include appropriate provisions to mitigate or avoid such conflict in the contract awarded.

(e) The refusal to provide the disclosure or representation, or any additional information required, may result in disqualification of the offeror for award. If nondisclosure or misrepresentation is discovered after award, the resulting contract may be terminated. If after award the Contractor discovers a conflict of interest with respect to the contract awarded as a result of this solicitation, which could not reasonably have been known prior to award, an immediate and full disclosure shall be made in writing to the Contracting Officer. The disclosure shall include a full description of the conflict, a description of the action the contractor has taken, or proposes to take, to avoid or mitigate such conflict. The Contracting Officer may, however, terminate the contract for convenience if he or she deems that termination is in the best interest of the Government.

(End of provision)

PRESCRIPTION:  Shall be used in all SIRS, contracts and Broad Agency Announcements for research and development.

END OF CHANGE 21 –May 2001
SAMPLE 7 – COVER SHEET FOR POLICY, GUIDANCE AND CLAUSES
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