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PROCUREMENT GUIDANCE – T3.2.2 SOURCE SELECTION

Revision 13

This revision only affects paragraph 7.

7. Responsibilities 
The responsibilities listed below are guidelines to help ensure a successful evaluation and source selection. As appropriate, the source evaluation team managing the procurement must apportion these responsibilities to fit the specific procurement.
a. Source Selection Official.  The Director of the requiring service organization designates the Source Selection Official (SSO) for procurements under programs subject to the Joint Resource Council (JRC) process (unless the JRC otherwise designates a SSO).   For procurements not subject to the JRC process, the Contracting Officer is the SSO.  The SSO has full responsibility and authority to select the source(s) for award.  
 



b. Source Evaluation Team.  The  source evaluation team properly and efficiently performs the source selection process. Their responsibilities and duties are to: 

(1) Draft all SIRs;

(2) Formulate the evaluation plan for the procurement;

(3) Review existing lessons learned reports that provide meaningful insight into the procurement;

(4) Ensure an in-depth review and evaluation of each submitted screening document against the FAA requirements and the stated evaluation criteria;

(5) Prepare the evaluation report (including recommendations, if applicable), using sound business judgment, to assist the SSO make the down selection and/or award decisions; 
(6)  Oversee all procedural and administrative aspects of the procurement; select, as required, advisors to assist the team in its  evaluation;

(7) Prepare the documentation, at the SSO’s request, for the SSO’s decision rationale; 
(8) Participate in  all debriefings; and
(9) Prepare a lessons learned memorandum after completing the source selection.

c. Contracting Officer.  The Contracting Officer’s (CO) responsibilities and duties are to:

(1) Ensure, when applicable, conflict of interest documentation is obtained from all source evaluation team members, and determine with legal counselif any conflicts or apparent conflicts of interests exist, and if so, resolve them;

(2) Ensure that source evaluation team members are briefed on the sensitivities of the source selection process, the prohibition against unauthorized disclosure of information (including their responsibility to safeguard proposals and any documentation related to the source evaluation team’s proceedings), and the requirements concerning conflicts of interest;

(3) Coordinate communications with industry and conducts all debriefings;

(4) Participate during the screening, selection, and debriefing phases of source selection to ensure fair treatment of all offerors;

(5) Issue, as required, letters, public announcements, SIRs, SIR amendments, and other procurement documents;

(6) Control all written documentation issued to industry;

(7) Ensure that the contract is signed by an official with the authority to bind the contractor; with guidance from legal counsel, assure that all contractual documents comply with applicable laws and regulations;

(8) Serve as the SSO for procurements not subject to the JRC process.  The Director of the requiring service organization designates the  SSO for procurements under programs subject to the JRC process. ; and

(9) Execute, administer, and terminate contracts and make related determinations and decisions that are contractually binding.

d. The Director of the Requiring Service Organization. e   The Director of the requiring service organization’s responsibilities and duties are to: 
(1) Designate the SSO if the procurement is subject to the JRC process (unless otherwise designated by the JRC);

(2) Assure that the FAA’s program needs are acquired through the source selection process;

(3) Assure that the FAA’s SIRs include adequate definition of requirement(s);

(4) Assure that the technical evaluation conforms to the stated evaluation criteria;

(5) Assure that qualified technical evaluators, if required, assist the source evaluation team in the evaluation; and

(6) Assure team competence, cohesiveness, and effectiveness; and

(7) Assign  responsibility to a source evaluation team member to mark all source selection sensitive information with the designation "SOURCE SELECTION SENSITIVE INFORMATION". 
e. Advisors.  The source evaluation team may appoint advisors to provide specialized expertise and guidance not otherwise available in the team.
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f. Nongovernmental Evaluators and Advisors. The source evaluation team may use nongovernmental personnel as evaluators or advisors.  Nongovernmental personnel must comply with  FAA’s conflict of interest and disclosure of information policies and the SIR must include notice of any nongovernmental participation. 
