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Federal Aviation Administration (FAA)

Request for Approval of Chief Financial Officer for Support Contracts with an Aggregate Value of $10 million or more

Phase II SCRB Form
Name of Procurement:  __________________________________________________

	Requester (Program Manager):
	Approval of Proposed Acquisition

	Printed Name:
	Signature:

	Date:
	· Approve

· Disapprove

	LOB/SO Head:
	

	Printed Name:
	Signature:

	Date:
	· Approve

· Disapprove

	Procurement Attorney:
	

	Printed Name:
	Signature:

	Date:
	· Approve

· Disapprove

	Contracting Officer:
	

	Printed Name:
	Signature:

	Date:
	· Approve

· Disapprove

	FAA Chief Financial Officer:
	

	Printed Name:

Ramesh Punwani
	Signature:

	Date:
	· Approve

· Disapprove


Note:
The Support Contract Review Board supports the CFO’s required approval process for support contracts of $10 million or more.  The SCRB Secretariat will receive and distribute the submissions for CFO approval in accordance with the board’s procedures.  The secretariat is in the AFC-100 Division of the Financial Controls Office.  
	 Support Contract Review Checklist

	AFC Tracking Number:
	

	Name, office symbol and telephone # of Requester:
	
	Estimated Cost:
	

	Funding

	Funding Information:

	Region:
	
	BLI:
	

	Fund:
	
	Cost Center:
	

	Budget Year:
	
	Object Class:
	

	AFC:
	
	
	

	
	Yes
	No

	Is this item funded in the current budget?
	
	

	Is this an F&E funded item? 
	
	

	--If F&E funded, is it included in the CIP?
	
	

	--If F&E funded, did the JRC approve it?
	
	

	--Is the requested contract within the approved baseline?
	
	

	Documentation

	Are the government preparer’s or approver’s name and date prepared on the independent government cost estimate (IGCE)? 
	
	

	Was the IGCE prepared in accordance with AMS guidance?  (AMS 3.2.1.2.4 / T3.2.3)
	
	

	Did government personnel prepare the statement of work (SOW)?
	
	

	Is this action exercising an option?  If yes please attach copies of the original contract, modifications, and the award decision document.
	
	

	Has an independent (DCAA) audit of this contract been performed?  If so please attach it to this checklist.
	
	

	Is this acquisition part of a program that prepares an Exhibit 300?  If so, attach the latest Exhibit 300 submission.
	
	

	Date and name of official that prepared the SOW:
	
	

	Type of Procurement Action 

	If this is a modification of an existing contract, please provide the following information

	Date of Original Contract
	
	Total Estimated Value or Ceiling of Original Contract
	

	Percentage of contract work completed
	
	Estimated contract cost to complete work
	

	What type of competition is planned for this procurement?

	What type of contract will this be?  If more than one type please indicate the percentage of each type.

	Firm Fixed Price
	
	Cost Plus Fixed Fee
	
	Cost Share
	

	Fixed Price – Economic Price Adjustment
	
	Cost Plus Incentive Fee
	
	Time & Materials 
	

	Cost Reimbursement
	
	Cost Plus Award Fee
	
	Labor Hours
	

	Indefinite delivery (IQ/Req./other)
	
	Type of ID Task Orders (e.g. FFP)
	

	Other type:

	Contract extension history (Dates and contract amounts)

	If this is an agreement, what is the type of agreement?  Please attach a copy of the agreement to this checklist.

	Interagency
	
	Intra-Agency
	
	Cooperative Agreement
	
	Other Transaction
	

	
	Yes
	No

	Will this be a proposed modification or task order against an existing contract? 
	
	

	Will this be a personal services contract?  
	
	

	--If so, were the conditions in the FAE’s May 25, 2005 memorandum followed?
	
	

	--If so, has it been approved by the head of the line of business?
	
	

	If time and materials or labor provisions will be included, will there be a ceiling amount?
	
	

	                                         Contract Labor Rates
	Yes
	No

	Does this proposed contract include paying for labor of contract employees reimbursed at specific rates per labor category?
	
	

	If yes, are the rates for the labor categories in the IGCE comparable to the rates in existing FAA labor rate contracts?
	
	


	                                            COTR/Contract Monitoring 
	Yes
	No

	Has a Contracting Officers Technical Representative (COTR) been appointed for this proposed contract?  Please attach a copy of the delegation letter to this checklist.
	
	

	Has the COTR been trained on the duties of the position?  Please attach a copy of the training record to this checklist
	
	

	--If not, will the COTR be trained prior to contract award?
	
	

	Does the program office have sufficient resources to adequately monitor the contractor’s performance, validate invoices, and track spending?
	
	


Note: SCRB Phase 2 packages must include the following: 1) Signature page; 2) Support Contract Review Checklist, 3) business case, 4) statement of work or performance work statement, and 5) independent government cost estimate (including a narrative of sources and assumptions).
Format for a Support Contract Acquisition Plan and Business Case

1. Introduction
In August of 2005 the Administrator directed the FAA’s CFO to review procurements of $10M or more for approval as a quality assurance measure.  The step was taken in response to the findings and recommendations of the Office of the Inspector General for the Department of Transportation.  Procurement quality assurance is a shared responsibility among the agency’s acquisition professionals, and this template, along with the instructions that accompany it, are directly related to the Administrator’s requirement and the responsibility of the agency to conduct procurements in accordance with the highest standards.  

Procurement planning is required for all procurements.  Per the AMS, procurement plans need to address significant considerations of the procurement action.  Specific content for a procurement plan may be different, depending on the complexity, organizations involved and other factors.

The scope of the procurement in terms of complexity, period of performance, dollar value, risk, and other factors should be considered in planning.  Appropriate trade offs should consider elements such as managing a large complex procurement vs. several smaller phased procurements, and other factors.    
In the introduction of the acquisition plan, the following identifying information needs to be provided:  

a) Name of proposed acquisition.

b) Name and routing symbol of the sponsoring organization.

2. Statement of Need

a) Provide a brief description of the need and how filling the need supports strategic plans of the FAA.  
b) Statements of work for support contracts need to be carefully drafted to ensure against competition limiting requirements.  These may be seen in skills described so narrowly that only a particular vendor (often the incumbent) will be able to compete.  Describe what steps are being taken to promote competition and ensure against incumbent bias.

c) Identify whether or not this is a proposed acquisition for the Next Generation Air Traffic System (NextGen) program.

d) If the acquisition is part of a program involving multiple contracts, describe the overall program and how this contract is related to the others.

e) Describe the benefits of the acquisition (both monetary and non-monetary), and what deliverables are anticipated.  Why is this acquisition in the best interest of the FAA?
3. Market Analysis/Alternatives Analyzed

a) Per the AMS, market analysis is to be performed to initiate industry involvement, develop and refine procurement strategies, obtain price information, determine whether commercial items exist, determine level of competition, identify market practices, and obtain comments on requirements.  All CFO packages require a documented market analysis.  The elements in AMS Procurement Guidance T3.2.1.2 should be considered when conducting the market analysis.  
b) Alternatives Analyzed:
· List and describe (including estimated costs) the alternatives that were evaluated to determine the best way to meet the requirement.

· Are there existing or planned contracts that could be used for this requirement?   (Name the contracts reviewed for compatibility with the need.)  If contracts exist that could provide the proposed deliverables, why are those contracts not being used?

· Were labor categories/rates on existing contracts (such as MASS, NISC, e-FAST or SE2020) reviewed for comparison?

4. Type of Procurement
a) If this is a single-source procurement, provide a copy of the single source justification.  The single-source justification must address the items in AMS Procurement Guidance T3.2.2.4.  
b) If this is not a single source procurement, describe the competition planned for the proposed procurement.  Summarize the source selection procedures for the acquisition, including the evaluation criteria and weighting of evaluation factors.  Describe the relationship of the evaluation factors to the attainment of the acquisition objective.  Include the anticipated timing for submission and evaluation of the proposals.  

c) If a procurement will use an interagency acquisition vehicle:
· Provide the rational basis for using the interagency vehicle vs. executing the acquisition by in house FAA resources.  Include a copy of the Best Interest Determination required by AMS T3.8.1.A4.

· Clearly identify how the competition will be conducted.
· Ensure market analysis and competition documentation are reviewed and maintained by the FAA program office for both direct and assisted procurements.
· Describe how competition will be promoted and maintained, and inclusive of vendors other than the incumbent.
5. Contract Type and Acquisition Considerations

a) Explain the reasons for selecting the proposed contract type or combination of contract types.  If time-and-materials or labor hour CLINs are being proposed, include the justification as required by AMS T3.2.4.A6. 
b) As a support contract, the contract ceilings established at the time of initial award must be reasonably related to the amount of work anticipated to be ordered and, in no instance, should exceed 110% of the anticipated funding required to support the work reasonably anticipated.  For more information on support contracting, see AMS Procurement Guidance T3.8.2.   

c) What is the anticipated term of the contract?  If a period of performance in excess of 5 years (including options) is planned provide a rationale for the extended length.  Contracts exceeding one year must address how contract administration of work ordering will ensure that support services do not circumvent the intent of a one-year funding period for operations appropriations or other applicable time frames for other appropriation types. 
d) Describe the method for ordering work, e.g. task orders, who will review the deliverables for acceptance and how will that acceptance be recorded.

e) A sample award fee evaluation plan is being developed for support services and will be available on the Acquisition Oversight Division’s website at https://intranet.faa.gov/faaemployees/org/staffoffices/aba/oversight/
6. Implementation Approach
Support contracts are often open to criticism for poor oversight of vendor performance, and for including personal services arrangements.  The package must address these issues specifically:
a) Describe the detailed procedures planned to monitor the cost and contractor’s performance, including Earned Value Management if applicable.

b) If there are multiple organizations submitting tasks to be filled on this contract, describe how that arrangement will be managed.

c) As personal services arrangements are a risk for support contracts, describe procedures to ensure against them.  The package must provide information detailing:

· The designation and training of COTRs, 

· The procedures for reviewing vendor performance and for documenting those reviews, 

· Deliverables must be clearly defined, and 

· How direction will be provided to the support personnel.  

7. Independent Government Cost Estimate (IGCE)
An independent government cost estimate (IGCE) is required for CFO approval of a proposed support contract with an aggregate value of $10M or more.  Provide a summary of costs broken down by year and base and options period.  Independent government cost estimate requirements are as follows:

a) The date the IGCE was prepared must be clearly stated on the document;

b) The name and telephone number of the FAA employee who prepared or approved the IGCE must be clearly stated on the document;

c) A narrative must be part of the IGCE; it must document the sources of information for each cost element, and all assumptions and judgment factors for each cost element must be included;

d) The source information must be current, complete, and accurate;

e) The IGCE must show each year or option period and a summary for all anticipated costs; 

f) Retain copies of all supporting documentation used to substantiate estimated costs; and

g) Using an Excel worksheet is recommended to avoid computation errors.

A tool for developing an IGCE for support services is being developed and will be available on the Acquisition Oversight Division’s website at https://intranet.faa.gov/faaemployees/org/staffoffices/aba/oversight/.

8. Place of performance

Ensure the vendors will propose on-site or off-site labor rates depending on whether government space will be provided.  
9. Budgeting and funding

a) How are budget estimates derived?

b) Is the effort to be incrementally or fully funded?

c) Discuss planned approach to eliminate any funding shortfalls.

d) Provide table of funding amounts by fiscal year and by contract base and option years, include funding source.  Contracts exceeding one year must address how contract administration of work ordering will ensure that support services do not circumvent the intent of a one-year funding period for operations appropriations or other applicable time frames for other appropriation types.
10. Risks

a) Identify any technical, cost and schedule risks.  

b) What mitigation strategies are in place?  

c) What are the consequences of failure to mitigate the risk?
d) What is the cost and schedule risk from (or to) related acquisitions or projects?
11.  Organizational Conflict of Interest

a) Identify and describe any actual or potential OCIs that exist or could be created as a result of this acquisition.

b) Describe how the conflicts will be avoided, neutralized or mitigated.

c) Document any OCI waivers. 

Note
If any of the above items are not applicable or cannot be provided, explain the circumstances.
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