AFSPC CHECKLIST 

CONTENTS OF WRITTEN ACQUISITION PLANS

(FAR 7.105 as supplemented)

NOTE:  This tool will assist in developing acquisition plans within AFSPC.  It complements the requirements of FAR Part 7 as supplemented and should be used in conjunction with the regulations.  It not only expands discussion of the sections of an Acquisition Plan but also calls out particular areas that are generally not applicable in acquiring services.  For those areas identified as generally non-applicable, a designation of “n/a” is sufficient documentation in your plan.  When a determination is made that an area that is normally applicable to a service acquisition is non-applicable for your acquisition, you should provide a brief description of why it is not applicable.

Streamlining Tip:  Using ASP Slides and minutes in lieu of Acquisition Plans.  In many instances the Acquisition Strategy panel slides are organized in the fashion that follows FAR 7 as supplemented.  When the slides and any minutes provide sufficient detail to meet the requirement of an Acquisition Plan, they may be substituted in lieu of a formal plan.

Streamlining Tip:  Information that is covered in one part of the plan does not have to be repeated if applicable to another area.  You may refer the reader to the prior discussion and merely add anything not already discussed there in the subsequent section of the plan.

Streamlining Tip:  Attachments can be referenced to support an acquisition plan rather than repeating the information.  However, use reasoned judgment and consider the reader of the plan.  If only a paragraph or short segment of an attachment applies, extract the information rather than attaching a large number of pages for a small bit of information.

(A) Acquisition Background and Objectives
____
(1) Statement of Need.  Brief summary of need outlining technical and contractual history.  Discuss feasible acquisition alternatives considered (such as purchase from GSA GWAC contract, interagency acquisition, roll into another effort etc.) and the rationale for the selected course of actions.  Also, if a reacquisition, the impact of prior acquisitions on those alternative (tried rolling into another contract previously, why didn’t work and why it should this time).  Clearly identify if the action is a streamlined or standard competition under OMB A-76.  See the revised circular at http://www.whitehouse.gov/omb/circulars/a076/a76_rev2003.pdf
_____
Acquisition planners must specify needs and develop plans, drawings, work statements, specifications, or other product descriptions that address Electronic and Information Technology Accessibility Standards (see 36 CFR part 1194) in proposed acquisitions (see 11.002(e)) and that these standards are included in requirements planning, as appropriate (see subpart 39.2).

____
(2) Applicable Conditions.  State all significant conditions affecting the acquisition, such as:  (1) requirements for compatibility with existing (legacy systems) of future systems (AF directed or standardized systems) or programs; (2) any cost (budget is very limiting), schedule (need to have done by an absolute date to meet a launch schedule), and capability or performance constraints (availability must be maintained at 99.99%).

____
(3) Cost.  Sets forth established cost goals and rationale supporting them (this is the Independent Government Estimate (IGE) and any rationale used to develop it).  The IGE is an estimate of what it would take a contractor to perform or complete the requirements of the effort.  The IGE is developed based upon market research and any previous contracts for a similar effort.  The scope, magnitude and/or workforce changes need to be considered in basing future projections on current costs.  This includes a realistic approach to SCA wage rate increases.  It is appropriate to develop a range for the IGE to account for differences that will occur in contractor overhead rates, salary ranges, etc.  Everyone needs to have a clear understand of the data and assumptions that go into developing the IGE, because this is used as a price analysis tool. 


If cost or pricing data is going to being requested - discuss and justify why it is determined necessary.

Include the following as appropriate:



a.  Life-cycle cost. (FAR 7.101 – Defined as the total cost to the Government of acquiring. operating, supporting and (if applicable) disposing of the items being acquired.) - Explain how considered and if not, why (i.e. if action is for acquisition of services then this generally is not applicable).  If appropriate, discuss the cost model used to develop estimates.



b.  Design-to-cost. (FAR 7.101 – Defined as a concept that establishes cost elements as management goals to achieve the best balance between life-cycle cost, acceptable performance, and schedule.) If action is for acquisition of services then this generally is not applicable.  Describe the design-to-cost objective(s) and underlying assumptions, including the rationale for quantity, learning-curve, and economic adjustment factors.  Describe how objectives are to be applied, tracked and enforced.  Indicate specific related solicitation and contractual requirements to be imposed.



c.  Application of should-cost.  (FAR 15.407-4 – Assumes that contractor’s historical costs do not reflect efficient and economical operation, so the Government reviews the contractor’s operations in order to make short term and long-term improvements in the contractor’s efficiency and economy and lower the overall cost of performance.)  If action is for acquisition of services then this generally is not applicable.  A program should-cost review should be considered (especially in the case of a major acquisition) when (1) some initial production has already taken place; (2) sole source contractor; (3) future year production requirements; (4) items have a history of increasing costs; (5) work is sufficiently defined to permit an effective analysis and major changes are unlikely; (6) sufficient time is available to conduct analysis; and (7) sufficiently skilled personnel are available for the duration of the analysis.  An overhead should-cost review is normally used to negotiate FPRAs.

____
(4) Capability or Performance.  Specify the required capabilities or performance characteristics of the supplies or the performance thresholds of the services being acquired and state how they are related to the need.  Ideally, this should highlight the items listed in the Service Delivery Summary (SDS) of the Statement of Work (SOW), or at least those SDS’s that are most important (i.e. 99% or better operational availability) and why the high levels of performance are needed.  

____
(5) Delivery or Performance-Period Requirements.  Describe the basis for establishing delivery or performance-period requirements.  If a long phase-in period is required, justify the rationale for the period selected.  Explain and provide reasons for any urgency if it results in concurrency of development and production or constitutes justification for not providing for full and open competition.

____
(6) Trade-Offs.  Discuss the expected consequences or trade-offs among the various cost, capability or performance, and schedule goals.  This analysis ties directly to the trade-off criteria (i.e. the factors and subfactors and the ranking of those factors and subfactors in a full-blown source selection, or a discussion to support a PPT decision process) that should be outlined in the Source Selection Plan (SSP) and used in making the award decision.  Determining the tradeoffs will flow from the risk analysis process.  

____
(7) Risks.  Discuss technical, cost and schedule risks and describe what efforts are planned or underway to reduce and manage risk and the consequences of failure to achieve goals.  If concurrency of development and production is planned, discuss its effects on cost and schedule risks.  The purpose of this section is to explain the different parts of the risk analysis conducted by the BRAG.  Discuss the risks attributed to actually performing the effort, not the risks of getting the effort awarded in a timely manner.

____
(8) Acquisition Streamlining.  If specifically designated by the requiring agency as a program subject to acquisition streamlining, discuss plans and procedures to (i) encourage industry participation by using draft solicitations, presolicitation conferences, and other means of stimulating industry involvement during design and development in recommending the most appropriate application and tailoring of contract requirements; (ii) select and tailor only the necessary and cost-effective requirements; and (iii) state the timeframe for identifying which of those specifications and standards, originally provided for guidance only, shall become mandatory. 

 Usually each team will find ways to streamline their acquisition.  For example, even when not awarding a FAR Part 12 contract, actions taken to adopt commercial products or approaches are attempts to streamline the process.  Ask the question, “What aspects of the acquisition changed as a result of input from industry?”  For example, discuss what was tailored in the SOW, how the contract structure may have be altered, if other contract requirements such as reports were reduced and so forth.  This area many appear to overall with the section in B of the acquisition plan where product descriptions are addressed.   That is okay and you do not need to repeat the information in both places.  Think of this are the “what you found out section” and the B(6) discussion the end result.

____ For services Include discuss strategies for implementing performance based contracting methods/goals (FAR Subpart 37.6)

(B) Plan of Action.

____
(1) Sources.  Indicate the prospective sources of supplies and/or services that can meet the need.  Consider required sources of supplies and services (see FAR Part 8.001).  Include consideration of small business, HUBZone small business, small disadvantaged and women-owned small business (see FAR Part 19), and the impact of any bundling that might affect their participation in the acquisition (see FAR 7.107).  

**Address the extent and results of the market research (see FAR 10) and indicate their impact on the various elements of the plan.  The market research report shall be attached to the Acquisition Plan.  

**Include discussion on how requirements for one-on-one discussions will be met or justification for waiving one-on-one discussions.

____
(2) Competition.



(a) Describe how competition will be sought, promoted, and sustained through the course of the acquisition.  If full and open competition is not contemplated, cite the authority in FAR 6.302, discuss the basis for the application of that authority, identify the source(s), and discuss why full and open competition cannot be obtained.  Also, address what actions will be taken to preclude the necessity to restrict competition in the future.  



(b) Identify the major components or subsystems.  Discuss component breakout plans relative to these major components or subsystems. Identify the major components or subsystems.  Describe how competition will be sought, promoted, and sustained for these components or subsystems.  If action is for acquisition of services then this generally is not applicable.  



(c) When effective subcontract competition is both feasible and desirable, describe how such subcontract competition will be sought, promoted, and sustained throughout the course of the acquisition, especially if bundling smaller efforts into a bigger effort.  Identify any known barriers to increasing subcontract competition and address how to overcome them.

(d) Include discussion of why/why not an effort is commercial and the applicability of FAR Part 12.

____
(3) Source-Selection Procedures.  Discuss the source-selection procedures for the acquisition, including the timing for submission and evaluation of proposals, and the relationship of evaluation factors to the attainment of the acquisition objectives.  PPT is considered a source selection procedure.

____
(4) Contracting Considerations.  For each contract contemplated, discuss contract type selection (see FAR 16); use of multiyear contracting, options, or other special contracting methods (see FAR 17); any special clauses, special solicitation provisions, or FAR deviations required (see Subpart 1.4); whether sealed bidding or negotiation will be used and why; whether equipment will be acquired by lease or purchase (see FAR 7.4) and why; identify program strategy for selecting items to be warranted, the types or warranties to be used, and the methods for requesting and evaluating warranty proposals; identify any existing or contemplated waivers; identify whether the is a performance-based acquisition (PBSA) and if not, why; and any other contracting considerations. Per FAC 2001-10 also provide rationale if a performance-based contract will not be used or if a performance-based contract for services is contemplated on other than a firm-fixed price basis.

____
(5) Budgeting and Funding.  Describe how budget estimates were derived and discuss the schedule for obtaining adequate funds at the time when they are required.  Include specific references to budget line items and program elements, where applicable.  (This is NOT the same as the IGE as discussed in paragraph A(3) above.)
____
(6) Product/Services Descriptions.  Explain the choice of product description types (including performance-based contracting descriptions) to be used in the acquisition.  For development acquisitions, describe the market research undertaken to identify commercial items, commercial items with modifications, or nondevelopmental items that could satisfy the acquisition objectives.  This is the section of the Acq Plan relates to employing market research to adopt commercial practices and products.  Discuss here the degree to which mandatory AFIs, guides and other government documents are referenced and waivers received. (Note:  You do not need to repeat the market research report here but can summarize it, attach the complete report and refer the reader to the market research report for more details.  There is also no need to repeat what has already been covered in the discussion of acquisition streamlining.)

____
(7) Priorities, Allocations, and Allotments.  When urgency of the requirement dictates a particularly short delivery or performance schedule, certain priorities may apply.  If so, specify the method for obtaining and using priorities, allocations, and allotments and the reasons for them (see Defense Priorities and Allocations System (DPAS) program – http://www.bxa.doc.gov).  Note:  Services can also be rated in this system.  A DO or DX rating is applied.  Services that support DX systems and programs may in fact be DX rated.  A non-applicable is not appropriate just because a service is being purchased.

____
(8) Contractor Versus Government Performance.  Address the consideration given to OMB Circular No. A-76.  This would be non-applicable unless an A-76 or competitive cost comparison is being conducted.

____
(9) Inherently Governmental Functions.  Address the consideration given to OFPP Policy Letter 92-1 (see Subpart 7.5).  This is generally a greater concern in the area of Advisory and Assistance Service  (A&AS) contracts but is not limited to those types of contracts.  During risk assessment it is important to identify new requirements not previously being performed by contractor staff and verify that these tasks are not already be accomplished (or are expected to be accomplished by existing government staff.  If in fact the work is new in nature, a determination should be made to verify the nature of the work is something that can be done by contractor versus government personnel. Service contracts can sometimes “expand” to fill manpower voids and care need to be taken to make sure they are not used to undermine manpower ceilings. 

http://www.arnet.gov/Library/OFPP/PolicyLetters/Letters/PL92-1.html
____
(10) Management Information Requirements.  Discuss, as appropriate, what management system will be used by the Government to monitor the contractor’s effort.  Also, include any contractor reporting requirements included in the effort that will be used to provide Government insight into the acquisition.  In developing a Quality Assurance Surveillance Plan this would be one area of consideration.  Also see AF & AFSPC Management And Oversight of Acquisition of Services Process (MOASP) documents.

____
(11) Make or Buy.  Discuss any consideration given to make-or-buy programs (see FAR 15.407-2).  If action is for acquisition of services then this generally is not applicable.   For more information, see the website http://www.whitehouse.gov/omb/circulars/a076/a76_rev2003.pdf

____
(12) Test and Evaluation.  To the extent applicable, describe the test program of the contractor and the Government.  This is only required when the contractor is to provide an actual deliverable.  This is NOT required when the “deliverable” is for the contractor to perform some type of testing and evaluation.  If action is for acquisition of services then this generally is not applicable.  

____
(13) Logistics Considerations.  Describe--



(a) The assumptions determining contractor or agency support, both initially and over the life of the acquisition, including consideration of contractor or agency maintenance and servicing and distribution of commercial products;



(b) The reliability, maintainability, and quality assurance requirements, including any planned use of warranties;



(c) The requirements for contractor data and data rights, their estimated cost, and the use to be made of the data;



(d) Standardization concepts, including the necessity to designate, in accordance with agency procedures, technical equipment as “standard” so that future purchases of the equipment can be made the same manufacturing source;



(e) The extent of integrated logistics support planning to date, including references to approved plans;



(f) The spare parts acquisition strategy to include competition and identifying direct purchase from actual manufacturing sources; and



(g) Describe the extent of integrated logistics support planning to date, including references to approved plans.

NOTE:  Simply stating that the logistics concerns are addressed in the SOW is NOT acceptable.

____
(14) Government-Furnished Property (Services and other Support).  Indicate any property to be furnished to contractors, including material and facilities, and discuss any associated considerations, such as its availability or the schedule for its acquisition.  


NOTE:  The Government does NOT provide vehicles to the contractor unless they are special use vehicles or vehicles specific to the Government.  AFI 24-301, Interim Change 99-2, para. 12.1.1. requires "MAJCOM/LGT (or equivalent) approval prior to including any government-owned vehicles as GFE in a Statement of Work (SOW) and contract solicitation."  
____
(15) Government-Furnished Information.  Discuss any Government information, such as manuals, drawings, and test data, to be provided to prospective offerors and contractors.  

____
(16) Environmental and Energy Conservation Objectives.  Discuss environmental issues (especially the use of or delivery of hazardous materials to the base) associated with the acquisition (see FAR 23), the applicability of any environmental assessment or environmental impact statement, the proposed resolution of environmental issues, and any environment-related requirements to be included in solicitations and contracts.  Discussions on elimination or authorization to use Class I Ozone-Depleting Chemicals and Substances.  Discuss the applicability of the Affirmative Procurement Program and the use of recycled materials. 

____
(17) Security Considerations.  For acquisitions dealing with classified matters, discuss how adequate security will be established, maintained, and monitored (see Subpart 4.4).  Acquisition plans that contain information that should not be release outside the Government shall be marked “FOR OFFICIAL USE ONLY” and handled accordingly.


Even when the action does not deal with classified information, discuss if a DD254 will be required for the contract and if there are any concerns or specific issues regarding security requirements for the subject action.


To the extent applicable discuss whether or not information can be released on Federal Business Opportunities (FedBizOpps) For example, maps of the base buildings and floor plans of those buildings.  Here is where you need to send a copy of the statement of work and invite the force protection people in security police.   Include any intended use of the https://www.FedTeDS.gov website.

____
(18) Contract Administration.  Describe how the contract will be administered.  If any contract(s) under the acquisition plan will authorize decentralized ordering (i.e. ordering by a contracting office at any other location), describe the oversight procedures for tracking orders, enforcement of contract terms and conditions, and prevention/identification of abuses, such as issuance of out-of-scope orders.  In addition, considerations for the level and type of contract surveillance that will be undertaken should be discussed.  For services, include how inspection and acceptance corresponding to the work statement’s performance thresholds will be enforced which should also include discussion about QASP and how it will be supported.

____
(19) Other Considerations.  Discuss, as applicable, standardization concepts, the industrial readiness program, the Defense Production Act, the Occupational Safety and Health Act, foreign sales implications, security issues not previously addressed and any other matters germane to the plan not covered elsewhere.  Discuss Value Engineering decision documentation, enforcement of contract terms and conditions, prevention/identification of abuses, such as issuance of out-of-scope orders.

____
(20) Milestones for the Acquisition Cycle.  Address at least the following steps and any others appropriate:


 Acquisition plan approval.


 Statement of work finalized.  


 Specifications Specifications finalized.  


 Data requirements identified.


 Completion of acquisition-package preparation.


 Purchase request.

 Justification and approval for other than full and open competition where 

 applicable and/or any required D&F approval.


 Issuance of synopsis.


 Issuance of solicitation.


 Evaluation of proposals, audits, and field reports.


 Beginning and completion of negotiations.


 Contract preparation, review, and clearance.


 Contract award.

Ensure that the milestones include a month for each PEO level review.

NOTE:  Give consideration to such things as just-in-time training from AFSPC/PKP regarding SOW/SDS development, Market Research, Source Selection Criteria Development, Past Performance Evaluation, etc.  Also, be sure to allot five (5) workdays for AFSPC/PKP review of acquisition plans and SSP and, for those that do not have concurrent release and review of solicitations, allot seven (7) workdays for review of solicitations.  If AFSPC/CV is the SSA, then allow three ten (10) days for HQ Staffing before any presentations.  The ten (10) days are above and beyond any review time allotted to AFSPC/PKP.  If AFPEO/SV is the SSA, then allow time for the package to be submitted to AFPEO/SV fourteen (14) days before any presentations.  The fourteen (14) days is above and beyond any review time allotted to AFSPC/PKP.  

____
(21) Identification of Participants in Acquisition Plan Preparation.  List the individuals who participated in preparing the acquisition plan, giving contact information for each.
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