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	The activities in this contracting process flowchart are used when acquiring a complex commercial product. Service Teams should tailor this approach to suit the unique circumstances of their program. For example, the depicted approach assumes many suppliers and uses a three-stage screening process to qualify vendors. In other cases, the number of stages would be different, depending on the number of vendors expressing interest or the availability of the product in the marketplace. Service Teams should solicit input from all interested parties, including both customers and users, to arrive at a tailored acquisition strategy that will result in a successful program. 

For the purchase of simple commercial products or services sold at established catalog or market prices and not requiring operational test or capability validation, Service Teams may use the Commercial and Simplified Purchase Method described in AMS Section 3.2.2.5. For these procurements, an award is made considering price and price-related factors only.

The following tailoring options should be applied as appropriate when procuring commercial products:

Survey of customer satisfaction with prospective vendor(s);

· Pre-award operational capability demonstrations; 

· Pre-award in-plant surveys; 

· Pre-award notification of any Technical Architecture Standards and Characteristics that must be satisfied; 

· Pre-award on-site integration testing at an operational FAA facility; 

· Down-selection of offerors / products without evaluating price until the final stage; 

· Avoidance of specifying minimum requirements until the final stage of procurement; 

· Flexible use of evaluation criteria with respect to the order of importance and weight; 

· Use of model and tailored contracts instead of a formal solicitation; 

· Continuous and open discussions with offerors from initiation of the program until seeking a final offer; and 

· Comparative or "side-by-side" testing of vendor products to identify which possesses the optimum performance characteristics and features needed to support the FAA mission. 

 

Activity: Develop Contract Work Breakdown Structure 
C-1 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Service Team Lead with support from the entire Service Team 

Contract Work Breakdown Structure 

  

WBS 

Description:
The Service Team allocates to the Contract Work Breakdown Structure those elements of the overall Program WBS intended to be accomplished by the contractor. Typically, the Contract WBS includes all work associated with the delivery, integration, test, and fielding of commercial product(s). It often also includes lifecycle support. 

The Contract WBS serves as an extremely valuable device for planning, control, and communications throughout the program, and is the foundation for estimating costs, formulating budgets, developing schedules, and creating the Statement of Work. Later, it forms the basis for project control by allowing comparison of actual results against planned costs, schedules, and performance. 



Activity: Coordinate With Small Business Utilization and Quality Assurance Offices 
C-2 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Service Team Lead 

AMS 3.2.1.3.4 and AMS 3.2.1.3.5 

Description:
The Service Team should coordinate with the Small Business Utilization Staff as soon as requirements are defined to identify opportunities for small business, including those owned and controlled by socially and economically disadvantaged individuals. The Service Team should also coordinate with representatives of the Quality Assurance office as soon as procurement requirements for NAS equipment are defined to establish quality assurance requirements for the proposed procurement.



Activity: Develop Draft SOW, IRD, Contract Specification 
C-3 
Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Service Team

Draft Statement of Work

Contract Specification

Interface Requirements Document 

PT Leader 

SOW Generator 

Description:
Early release of program documents is encouraged to promote communication with industry. The Service Team should develop a draft Statement of Work, Contract Specification, and Interface Requirements Document for inclusion in the initial Screening Information Request. The Specification should be consistent with the Standards and Characteristics in the FAA Technical Architecture. This initial SIR should provide potential offerors with as much relevant information as possible about the products or services needed by the FAA. These documents must include requirements appropriate for commercial products and services, and may include the use of a pre-award Operational Capability Demonstration or Test, the elimination of design reviews, and an emphasis on the integration and testing of commercial configuration items to mitigate risk. This information should be issued in draft form as soon as it is available to facilitate communication with and feedback from industry. 

The preliminary Statement of Work should contain a draft Supplies or Services section (Section B) to inform potential vendors of estimated quantities of products and types of services. The Screening Information Request should include provision for future tailoring of the Statement of Work, including Section B, to reflect vendor commercial products and services that are deemed best able to satisfy FAA requirements. 

When procuring commercial products, it is recommended that requirements contained in the preliminary SIR be in a "should" format listing target requirements and desired features without the "shall" statements that are reflective of "mandatory" requirements. This approach allows vendors to offer products and features that in some cases might not meet an exact specification, allowing the government flexibility in capturing market-driven product features. Actual mandatory requirements are included in a later, final Screening Information Request (Request for Offer or "model" contract).



Activity: Issue Public Announcement 
C-4 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Contracting Officer 

Public Announcement

Service Team Leader 

  

Description:
Following completion of all planning activities, the Service Team issues a public announcement to alert potential vendors of the opportunity to offer products for the program. The public announcement is issued before or concurrent with the initial Screening Information Request. Phased procurement strategies should issue a public announcement for each phase. When used in conjunction with issuance of the initial Screening Information Request, the announcement must include a description of the FAA's source selection methodology. 

An announcement is required only if the value of the procurement is over $100,000. For procurements under $100,000, a public announcement is optional. This requirement does not apply to emergency single-source procurements, purchases from an established qualified vendor list or Federal Supply Schedule, exercise of options, or changes. Use of the Internet is required for issuing announcements, although use of the Commerce Business Daily can be considered as an additional way to publicize the requirement. 



Activity: Develop Evaluation Criteria 
C-5 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Service Team business manager 
Service Team systems engineering specialist 
Evaluation criteria 
Source selection official
  

Description:
Selecting the right contractor is the most important decision the Service Team will make. Evaluation criteria used in making this selection are a key element of the overall selection process. They are developed by the Service Team and included in both the evaluation plan and solicitation document(s) (i.e., Screening Information Requests). 

Evaluation criteria are typically divided into two general types: (1) assessment criteria, which address soundness of approach and compliance with requirements, and (2) specific criteria, usually divided into technical, cost / price, and business management. Evaluation criteria can also address such areas as risk, logistics support, quality assurance, facilities, and subcontracting. 

Technical criteria are typically drawn from the Program Requirements attachment to the Exhibit 300 Program Baseline, and address characteristics a solution must have to provide the required capability. In some cases, it may be desirable to specify both "threshold" (minimum) and "objective" (desired) performance, particularly if the FAA intends to make a "Best Value" award. This enables vendors to bid performance that exceeds threshold minimum values, and allows the FAA to decide if the marginal performance is worth any additional cost beyond the minimum bid.

Cost / price information is evaluated to determine the cost to the FAA, and to assess accuracy, completeness, and consistency with the proposed technical and management approach.

Business management information is evaluated for such areas as corporate experience and past performance.

The choice of evaluation criteria is extremely important. They must enable evaluators to focus on important characteristics of proposed solutions and enable them to discriminate between vendor proposals. Too many criteria dilute the impact of truly important factors, and too few may leave important characteristics not addressed. 

For acquisition of commercial products, evaluation criteria should be kept to a minimum and be flexible with regard to importance and weighting. The initial screening stage should focus on technical capability and sustainability of vendor products to establish a list of qualified vendors whose products are most likely to be supported throughout the intended service life. Subsequent screening stages should evaluate capability and supportability. 

Criteria for product acceptability could include: 

· Vendor sales history and current sales volume; 

· Compatibility with industry open-systems standards; 

· Customer satisfaction and past performance; 

· Predicted ease of future technology refreshment (i.e., can the product be upgraded easily or will specialized engineering be required?); 

· Predicted frequency of future technology refreshment (i.e., how often must the product be upgraded to sustain supportability and provide needed capability?); 

· Number and diversity of customers; 

· Availability of a catalog and associated pricing, including any discounts; 

· Adaptability of products to FAA environment; and 

· Technical currency. 

Criteria for later Screening Information Requests should address both product acceptability and supportability, and could include: 

· Ability to meet support requirements in the Statement of Work; 

· Degree of compatibility with existing FAA systems so as to minimize marginal support costs; 

· Degree to which proposed logistics support and commercial documentation is complete and usable without modification; 

· Degree to which the vendor has in place a national maintenance support structure; 

· Degree to which 3rd-party maintenance is available and feasible; 

· Management ability, including planning capability and use of tools and techniques for controlling cost, schedule, and technical execution; 

· Degree to which vendor warranty meets FAA support and restoration requirements; 

· Completeness, efficiency, and effectiveness of proposed training and how well it satisfies FAA requirements; 

· Degree to which the vendor installation / testing program reflects an understanding of the FAA environment; 

· Qualifications and experience of the proposed team in accomplishing similar installation / testing; 

· Degree to which vendor installation / testing minimizes the expenditure of FAA resources (i.e., time, travel, personnel, and material); 

· Degree to which the vendor installation / testing program meets the overall program schedule; 

· Degree to which vendor documentation (i.e., user, maintenance, training and installation) satisfies FAA requirements; 

· Degree of producibility to the extent the vendor uses commercially accepted standards and processes; 

· Degree to which quality control processes are employed; and 

· Production and manufacturing capabilities as determined by visits to contractor plants. 

Criteria for product capability could include: 

· Ability to meet technical performance cited in the specification, including differentiation between the ability to meet minimum / threshold requirements versus objective / desired requirements, if specified; 

· Compliance with general features described in the Statement of Work; 

· Ability to deliver in desired quantities; 

· Ease of connectivity with other elements of the overall FAA infrastructure; 

· Degree to which the product's interfaces are user friendly and effective; 

· Ease and ability to integrate product upgrades into the operational environment (it is critical for the Service Team to plan for incorporating upgrades, including contract vehicle and lifecycle support); and 

· Results of operational capability demonstrations and product performance testing in an operational environment.  



Activity: Develop Evaluation Plan 
C-6 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Contracting officer 
Evaluation Plan 

Source selection official 
Description:
The Service Team prepares an evaluation plan that is approved by the source selection official. The plan should be concise and tailored to the specific needs of the procurement. The plan identifies the source selection official and members of the evaluation team(s). It contains the source evaluation criteria, defines evaluation methods and processes, establishes the evaluation schedule, and contains any other information related to source selection. The plan is completed and approved before receipt of responses to any SIR requesting screening or qualification information.



Activity: Prepare Government Cost Estimate 
C-7 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Service Team business manager 
Service Team systems engineering specialist 
Government cost estimate 

AMS Section 3.2.3 Cost and Methodology 

Description:
The Service Team prepares an estimate of the cost for the commercial product. The cost is estimated using a Work Breakdown Structure and a cost estimation model (e.g., SLIM or Price Cost) or other appropriate technique to cost each WBS element. The cost estimate for commercial products includes all integration, testing, fielding, and support to be provided by the contractor. The government cost estimate serves as a basis for evaluating the reasonableness of contractor cost proposals, and to help detect "buy-ins", unbalanced pricing, or other gaming techniques.



Activity: Develop Model Contract 
C-8 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Contracting officer supported by the Service Team

Model contract 
Contracting officer 
  

Description:
Although not mandatory, a model contract is a valuable tool in assessing the qualifications of offerors, especially when used in lieu of a formal solicitation. The model contract should define required products and services and estimated quantities. It should also include the statement of work and preliminary government terms and conditions. Offerors should be required to submit a technical and management proposal, and also be allowed to suggest changes and improvements to any part of the model contract or even submit an alternative model. If included in the source selection strategy, the model contract should be provided as part of the SIR that includes the Request for Offer.



Activity: Prepare/Issue Screening Information Request 
C-9 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Contracting officer 
Screening Information Request 

Service Team lead 

AMS Section 3.2.2.3.1.2.1 

Description:
The Screening Information Request is the means by which products and services are acquired in the FAA. If commercial products or services are to be used for multiple FAA procurements irrespective of specific program requirements, a qualification information SIR can be used to establish a Qualified Vendor List. For procurement of program-specific products and services, a screening information SIR should be used. Depending on the source selection approach, the Service Team may make a selection decision after one SIR (using a Request for Offer), or may issue a series of screening information SIRs (using Requests for Information) with a screening decision after each one to arrive at the selection decision. If using a series of Screening Information Requests, notification should be included with the initial SIR that it is the intent of the FAA to down select at each screening decision to those offerors most likely to receive an award, with a selection decision following the last SIR. 

When planning a screening series, requests for specific pricing for commercial products and services should be delayed until later in the process to allow initial evaluation of vendor products and services to be based primarily on technical merit. Offerors should be requested to submit existing catalog or market pricing with their pre-screening, but not a final definitive price. The initial SIR should make clear, however, that the government reserves the right to eliminate a vendor from further consideration if the vendor's commercial prices differ significantly from the government cost estimate. A significant variance from a reliable government cost estimate may be an indication of a buy-in. Also, materially unbalanced prices may be cause for rejecting a vendor offer. Offerors should be encouraged to provide their best commercial documentation packages as part of the screening process, delaying the submittal of formal proposals until required to do so. 

Each SIR must contain the evaluation criteria by which offeror responses will be evaluated for that screening series. All source selection decisions or screening decisions must be based on the evaluation criteria in each SIR. Refer to AMS Section 3.2.2.3.1.2.1, Screening Information Request, for a complete listing of information to be included in a SIR, and for additional guidelines to be used when preparing a SIR. A vendor must respond to the initial SIR in order to be considered for subsequent screenings.



Activity: Evaluate Offeror(s) Response(s) 
C-10 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Evaluation Team 

Evaluation Report 

Source selection official 

Description:
The Service Team establishes an Evaluation Team to determine the suitability of offered product(s) for further testing and more detailed evaluation using the evaluation criteria provided with the Screening Information Request. If this is the first stage of the screening process, numerical scoring is not recommended. Some form of adjective rating should be developed (e.g., Satisfactory, Marginal, Unsatisfactory) for use in evaluating offeror submittals. 

The Evaluation Team prepares an Evaluation Report documenting the results of the evaluation, including recommendations, to assist the selection official in making the screening decision. Results of the screening stage should be carried through the qualification process, and included as part of the final source selection decision.



Activity: Down-Select Qualified Offeror(s) 
C-11 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Source selection official
Qualified offeror(s) 

Description:
Based on the Evaluation Report, the source selection official selects and the contracting officer notifies those offerors considered to have met or exceeded FAA requirements, while narrowing the total number of approved offerors to those best qualified to meet or exceed FAA requirements.



Activity: Develop Tailored Contract(s) 
C-12 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Contracting officer 
Tailored Contract 

Contract Writing Tool 

Description:
The contracting officer develops tailored contracts unique to each qualified offeror. Each tailored contract includes the offeror product description as an integrated part of the statement of work that is part of the contract. Mutually acceptable terms and conditions or business arrangements may also be included at this time (e.g., unique warranty provisions particularly attractive to the FAA, but not offered by all offerors). 



Activity: Issue Request for Offer and Invitation to OCD / OCT 
C-13 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Service Team contracting officer
Request for Offer 

Service Team lead 
  

Description:
As a result of the down-select process, a select number of offerors are determined to have met or exceeded FAA requirements and are now qualified to receive a Request for Offer to participate in an operational capability demonstration or test (OCD / OCT). The OCD / OCT enables the government to evaluate the performance of their products in a realistic operational setting, with hands-on evaluation by the operational workforce. Offerors may also be requested to make oral presentations addressing significant aspects of their proposals. This can be done separately or as part of the demonstration and FAA testing process. Pricing should not be discussed at this point, other than how it relates to possible warranty terms and conditions.



Activity: Conduct Operational Capability Demonstration / Test 
C-14 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Service Team and users conduct the OCD / OCT 

Contracting officer 

Government testers 

Product demonstration / test results 

Evaluation of product supportability 

Evaluation of product quality 

Oral presentation (briefing package) 

Description:
Unless there is a very good reason to believe it unnecessary, the Service Team must conduct an Operational Capability Demonstration or Test during source selection to evaluate the performance of commercial products proposed by offerors. During an OCD / OCT, the offeror sets up a demonstration of proposed product(s) for the Service Team and users. The OCD / OCT evaluates offeror products for such factors as the ability to interface, integrate, and power-up at a typical FAA facility or operational site. Although sometimes used to analyze, refine, or validate requirements during Investment Analysis, this technique should always be used when assessing the ability of proposed commercial products to meet functional and performance requirements as defined in the system specification. User buy-in to commercial products during source selection is absolutely critical to avoiding long delays and costly rework later in the program. Comparative or "side-by-side" testing of offeror products is recommended. Contractor personnel should be available to answer questions and provide technical assistance. Testers should use contractor documentation while formulating and conducting the OCD / OCT as a means for also evaluating offeror manuals and support documentation. 

Normally the FAA performs the OCD / OCT at an agency test site such as the William J. Hughes Technical Center at Atlantic City, New Jersey, or the Mike Monroney Aeronautical Center at Oklahoma City, Oklahoma. However, the Service Team may elect to conduct the OCD /OTC at an operational site when only a small number of offerors are being considered or when it is determined to be beneficial. If done at an operational site, later on-site testing (see C-17) may not be necessary.

Note: In cases where offeror products were tested for performance and operational suitability at an FAA operational site as part of market research during initial investment analysis, an OCD / OCT evaluation may not be necessary during source selection. 



Activity: Evaluate Offeror(s) Proposal(s) 
C-15 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Evaluation Team 

Evaluation Report 

Evaluation Team chairperson 

Description:
The Evaluation Team analyzes the various elements of the screening process in accordance with the evaluation criteria and the evaluation plan. The evaluation includes assessments derived from the screening process, technical proposals, oral presentations, and the results of demonstration and tests. For purposes of simplicity, technical evaluation ratings should be assigned to each vendor using previously developed adjective ratings (i.e., Satisfactory, Marginal, Unsatisfactory). 

The Evaluation Team then updates the existing evaluation report (or develops a new one) to reflect the latest results of the evaluation, including recommendations, if applicable, to the source selection official in making the next down selection or award decision.



Activity: Down-Select Vendors 
C-16 

Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Source selection official 
Qualified offerors 
Source selection official
Description:
Based on recommendations in the evaluation report, the source selection official selects the offeror(s) determined to have met or exceeded essential FAA requirements, further narrowing the number of approved offerors. In-depth discussions between the offeror(s) and the contracting officer may be conducted at this time to finalize terms and conditions, specifications, performance, logistics and related issues prior to issuing a tailored contract to the offeror(s) and requesting a cost / price proposal.



Activity: Conduct Site Testing
C-17
Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Field Operators and maintainers 

Evaluation Team 

Site Test Report(s) 

  

Description:
Field personnel evaluate the products of qualified offerors side-by-side at an operational site in a real-world operational environment. Besides evaluating operational performance, on-site testing verifies that site installation can in fact be done as described in the statement of work. It also validates that product interfaces are fully operational and product support (e.g., manuals, documentation, spare parts, test equipment) is adequate. Site Test Reports are evaluated using the source evaluation criteria contained in the Evaluation Plan as part of the process of making a selection decision.
  



Activity: Conduct In-Plant Visit(s)
C-18
Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Service Team Quality Reliability Officer or equivalent 

In-Plant Visit Report(s) 

  

Description:
The Service Team visits offeror(s) plants to assess production and manufacturing capabilities. This activity may be conducted earlier in the source selection process, if appropriate, realizing that cost will be proportional to the number of plants visited. Results are summarized in an in-plant visit report. Results of this report should influence technical evaluation ratings, as appropriate, in preparation for a selection decision. The In-Plant Visit Report(s) is evaluated using the source evaluation criteria contained in the Evaluation Plan as part of the source selection process.
  



Activity: Evaluate Cost / Price Proposal(s)
C-19
Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Cost / Price Evaluation Team 

Cost / Price Evaluation Results 

Cost / Price Evaluation Team Chairperson 

Description:
Each qualified offeror submits a cost / price proposal. The proposal typically includes prices / costs for the commercial products and services, including related support, extended warranties, spares, contractor repair services (if available), and documentation. Prices / costs are also provided for installation and testing services and any required training.
   



Activity: Make Selection Decision
C-20
Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Source selection official 
Selection Decision 

Source selection official 

Description:
The Evaluation Team submits the Evaluation Report(s) to the source selection official. Based on an examination of evaluation results, test reports, and cost / price proposal(s), the source selection official selects the product / capability offering best overall value to the FAA. The final evaluation compares the differences in technical ratings between the remaining offerors (if more than one) with the total price for each offeror. The government seeks the best-value product / capability at a reasonable price, but not necessarily the lowest price. Technical factors are typically more important than price. The selection decision should include the ability to give emphasis to non-cost discriminators that may not be quantifiable.
   



Activity: Notify Congress of Award
C-21
Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Contracting officer 
Congressional Award Notification 

DOT, Assistant Secretary for Government Affairs 

AMS 3.12.2.5 and Procurement Guidance T3.13.1 

Description:
If contract award will exceed $3 million, the contracting officer must notify Congress before release of the contract (see AMS 3.12.2.5 and Procurement Guidance T3.13.1, Other Administrative Matters). Notification is through the Department of Transportation Assistant Secretary for Government Affairs, Congressional Affairs Notification.
   



Activity: Award Contract
C-22
Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Contracting officer 
Contract(s) 

  

Description:
Following the selection decision and Congressional notification, the contracting officer awards a contract to the selected offeror(s). The contractor is notified via a contract award letter.
   



Activity: Debrief Offeror(s)
C-23
Responsible
Agent 

Product 

Approval
Authority 

Tools and Aids 

Contracting Officer 

Debriefings, as requested 

  

AMS 3.2.2.3.1.4 

Description:
Debriefings are intended to provide meaningful feedback to offerors concerning their submission. The purpose is to improve their ability to compete for future FAA business by discussing the strengths and weaknesses of their submissions. All offerors who are eliminated from the competition based on any screening decision should be provided the basis for their elimination within five working days after the screening decision and should be informed they may request a debriefing after contract award. Once an award had been made, all offerors who participated in the competitive process are notified of the award and given three working days to request a debriefing. The debriefing should provide the offeror with the following information:

· Selection decision; 

· Their evaluated standing relative to the successful offeror(s); and a 

· Summary of the evaluation findings relating to the specific offeror. 





	  





