FAA Acquisition System Toolset (FAST)

Quarterly Update interim process for editing
Policy / Procurement Guidance / Real Estate Guidance

The Policy, Procurement Guidance, and Real Estate Guidance documents on the FAST website http://fast.faa.gov/ were recently converted to Adobe PDF files from an old Oracle application / database. The PDF files are an interim solution until a content management system is determined.
Since PDF files can’t be edited as they are, users can request editable Word document copies of sections from these 3 policy and guidance documents.  The Word documents can be edited, creating redlined and final versions for the Change Request (CR) process.  

On the page, click ‘open all’ to see the sections.  Each link is a standalone PDF, and can’t be broken into smaller sections.
· Policy http://fast.faa.gov/AcquisitionMgtPolicy.cfm
· Procurement Guidance http://fast.faa.gov/ProcurementGuidance.cfm
· Real Estate Guidance http://fast.faa.gov/RealEstateGuidance.cfm
To request Word documents of a section, email colleen.gutrick@faa.gov with the title.  She’ll send you a Word document copy of the section.

After you receive the Word document from Colleen, create a redlined version using these steps
· Open the Word document

· In the ‘Review’ tab, click ‘Track Changes’ 
· Edit the Word document, then save it

The Change Request (CR) process, coversheet, and instructions are listed on http://fast.faa.gov/RevisingAMS.cfm.  There’s a fillable ‘AMS Change Request (CR) Coversheet’ that should be much easier for users to complete, and for the program office to process.  For help with the coversheet, the fields are described in ‘Change Request (CR) Coversheet Instructions’.  There aren’t any other changes to the process. 
If you have any questions about this information, please send them to 9-atoa-hq-fastmail@faa.gov.
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