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Introduction
The Services Process Flowchart displays the activities you may need to execute to achieve successful implementation and in‑service management of your services program. These activities are intended as guides for consideration as you plan your services program. They are structured for a services program in which the prime services contractor will provide all human resources, ancillary equipment, and all space and facility modifications. 

NOTE:  Services programs which are intending to establish new or replace capabilities now provided by FAA owned and operated equipment with some form of leased services/equipment capability should use the Systems Process Flowchart to the extent applicable to ensure adequate planning for such program elements as logistics support and configuration management. This is to ensure leased capabilities are supported adequately and can achieve specified availability requirements.

Work Activity Descriptions

	Activity Title
	Activity Description
	Responsible

Agent
	Product
	Approving Agent
	Acquisition Tools

	Identify Key Planning Elements


	Investment programs for services may involve more than simply contracting for people with needed skills and capabilities. For example, a services program may require procurement and support of ancillary test equipment or employee workstations, or may require the acquisition of working space and amenities.   
	Service team leader supported by the expanded service team
	Key planning elements
	
	

	Establish Expanded Service Team


	Many investment programs require a management team larger than the core service team. If services are needed at several geographic locations to support regional operations, regional offices must be part of the management team that plans and executes program activities so procured services will provide what is needed at multiple locations. Likewise, representation from other government agencies is needed when a joint procurement is planned. And representation from other investment programs that will be impacted or will impact this services program will smooth transition to the new service.
	Service team leader supported by the expanded service team
	Expanded service team
	
	

	Develop Implementation Strategy 


	The expanded service team develops the overall strategy for implementing the services program within the cost, schedule, performance, and benefit boundaries of the Acquisition Program Baseline. This strategy explains how each element of the services program will be implemented (e.g., management, resource allocation, schedule, quality, transition, security, and associated equipment or physical requirements), and establishes the framework for developing a detailed action plan for program execution. The acquisition strategy is recorded Implementation Strategy and Planning Document (ISPD).
	Service team leader supported by the expanded service team
	ISPD
	Investment Decision Authority (IDA)
	ISPD Template 




	Activity Title
	Activity Description
	Responsible

Agent
	Product
	Approving Agent
	Acquisition Tools

	Establish Metrics to Measure Performance


	Metrics are used as a basis for evaluating and optimizing provider performance.  Metrics should be derived from requirements in the Program Requirements Document. They should be imbedded as evaluation criteria in award fee or incentive fee contracts, when appropriate.
	Service team leader with support from the expanded service team
	Performance measures
	Service team leader
	

	Develop Detailed Action Plan


	The action plan translates strategies in the ISPD into detailed program actions, activities, and products. The output is a GANTT or PERT action plan. 
	Service team leader supported by the expanded service team
	GANTT or PERT action plan
	IDA
	ISPD Template 



	Announce Requirements on the Internet


	It is important to make industry aware of your program needs as early in Final Investment Analysis as practical. This enables industry to plan how best to respond to program requirements when screening information requests and requests for offer are issued. The FAA contract opportunities page on the Internet is the portal for such announcements to industry.
	Contracting officer supported by the expanded service team
	Requirements on the Internet
	Service team leader
	


	Activity Title
	Activity Description
	Responsible

Agent
	Product
	Approving Agent
	Acquisition Tools

	Develop Source Evaluation Criteria


	Evaluation criteria provide the ability to discriminate between offerors so the government can identify those who can provide quality services at the best price.  Past performance should be considered as a primary evaluation factor.
	Contracting officer with support from the expanded service team
	Evaluation criteria for inclusion in SIRs and requests for offer
	Source selection official (usually the service team leader unless otherwise designated by the IDA
	

	Develop Draft Screening Information Request(s) and Tasking


	Requirements in the Acquisition Program Baseline are translated into tasking for support from other government organizations and into screening information requests for down-selection of potential sources for needed services from industry.
	Service team leader supported by the expanded service team
	Draft screening information request(s) and tasking letters, as appropriate
	Contracting officer
	

	Obtain Industry Comment


	Lessons learned show that early communication with industry on program requirements contribute to refinement of the requirements and facilitate program implementation.  Use of the Internet is encouraged.
	Service team leader supported by the expanded service team
	Industry comments on screening information requests and business plans
	
	

	Solicit Screening Information


	Screening information requests to industry and tasking letters to government organizations are issued to solicit information from potential providers. The government uses responses to optimize the request for offer and reduce the field of potential offerors to those likely to receive an award. A single SIR or a sequence of SIRs may be issued to narrow the field of potential providers.
	Contracting officer with support from the expanded service team
	Industry response to SIR(s) or solicitations
	
	


	Activity Title
	Activity Description
	Responsible

Agent
	Product
	Approving Agent
	Acquisition Tools

	Finalize/Issue Requests for Offer(s) and Tasking


	Tasking to government providers and requests for offer to industry are finalized and issued to solicit formal responses to the FAA’s needs.
	Contracting officer with support from the expanded service team


	Formal tasking letter(s) and final request(s) for offer
	
	

	Select Source(s)


	Industry responses are evaluated against selection criteria established for source selection. Contracts are awarded to source(s) offering best value to the government. The type of contract should be appropriate for the services to be provided.  The use of incentive fee or award fee contracts with incentives or awards based on such factors as quality, timeliness, and performance are recommended.
	Contracting officer with support from the expanded service team
	Contract(s)
	Service team leader unless otherwise specified by the IDA at the final investment decision
	

	Establish Service Each Site


	The contractor provides the services specified in the services contract. Transition from the current state, in which services may be provided by a different contractor or the government, must be planned carefully to minimize disruption of essential services during the changeover and to retain as much experience and knowledge as possible.


	Contractor

Service team leader with support from the expanded service team
	Services


	
	Transition planning in the ISPD

	Verify Service Acceptability Each Site


	Service performance is evaluated against requirements in the Acquisition Program Baseline and metrics in the services contract to verify that required services are being provided satisfactorily.
	Service team members representing operations
	
	
	


	Activity Title
	Activity Description
	Responsible

Agent
	Product
	Approving Agent
	Acquisition Tools

	Make Operational Decision Each Site


	An operational decision may be required for each site for some services programs  (e.g., the readiness of contract air traffic control towers to begin operations).


	
	Operational service 
	Service team leader unless otherwise specified by the IDA at the final investment decision
	

	Monitor, Track, and Assess Performance


	The performance of the service provider(s) is monitored, tracked, and assessed on a continuing basis throughout the in-service management phase. This may involve tracking performance at multiple locations when services are provided at more than one site. Performance data should be gathered and evaluated against the metrics that were established as the basis for assessing program performance. Issues and corrective actions should be negotiated and resolved jointly with providers. 
	Service team leader with assistance from expanded service team members responsible for services at each site
	Performance data evaluated against performance metrics.
	
	

	Sustain and Optimize Services


	Performance data is used to assess, sustain, and improve the efficiency and effectiveness of the services program. This requires periodic dialog between customers, service provider(s) and the service team to assess current performance and identify ways to optimize future performance.
	Service team leader assisted by the contractor and expanded service team
	
	
	

	Assess Capability Versus Projected Demand


	The capability of contracted services must be evaluated periodically against the projected demand for those services. This involves maintaining close and open communications with the customers and users of the services. The intent is to plan reasonably for future requirements so necessary authorization, funding, contract vehicles, and other support can be in place to provide the needed capability.
	Service team leader supported by the expanded service team
	Projections of service needs against service capability
	
	


	Activity Title
	Activity Description
	Responsible

Agent
	Product
	Approving Agent
	Acquisition Tools

	Prepare for Investment Decision on Service Extension


	An investment decision by the IDA is required when the projection of needed services exceeds the capacity or duration of the approved program. The service team must prepare for an investment decision that will determine if mission need is still valid, whether the need is best satisfied by a continuation or expansion of the existing program or by some other means, and whether the needed services are affordable in competition with all other agency needs. This involves working with the Business Case Analysis organization to generate the information necessary to support a final investment decision, including completion of the revised Acquisition Program Baseline and all acquisition documents.
	Service team leader supported by the expanded service team
	Revised Acquisition Program Baseline and all acquisition documents
Re-validated service need. 
	IDA

	Program Requirements Document Template 

Business Case Analysis  Template 

ISPD Template


	IDA Investment Decision


	The IDA decides whether to approve a service extension based on the revised Acquisition Program Baseline and the affordability of the proposed investment. If approved, the services extension will be fully funded according to the revised Acquisition Program Baseline.
	IDA
	IDA Decision Memorandum
	IDA
	IDA Guidance 




	Activity Title
	Activity Description
	Responsible

Agent
	Product
	Approving Agent
	Acquisition Tools

	Re‑enter Solution Implementation


	If the IDA approves extension of the services program, it re-enters solution implementation for execution of actions and activities necessary to achieve the extension capability as documented in the revised Acquisition Program Baseline and all acquisition documents. 
	Service team leader with support from the expanded service team
	Extended service capability


	
	

	Plan Program Termination


	If the IDA does not approve extension of a services capability or if it is replaced by another capability, termination of the program must be planned carefully. All sites and residual GFE/GFI and real and personal property must be disposed. This may involve removal, or it may involve transfer to other uses and programs.
	Service team leader with support form the expanded team, including representation from each site
	ISPD modified to include termination planning

Site-specific restoration plans
	IDA
	ISPD Template


	Remove and Dispose Residual Equipment


	GFI/GFE and any other contract-related real or personal property are disposed of according to the restoration plan for each site.
	Contracting officer and expanded service team member representing each site
	
	
	

	Restore Site(s)


	Each site must be restored according to each site restoration plan.
	Expanded service team member representing each site
	Restored site(s)
	Regional site manager
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